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1. PURPOSE AND SCOPE. To update the Bureau of Prisons Awards
Program Incentive Awards Program Statenent.

2. SUWARY OF CHANGES

a. Chapter 5 is updated to establish an incentive gainsharing
award plan that rewards the perfornmance of enployees assigned to
i ndi vi dual Federal Prison Industry factories.

b. Chapter 7 is updated to specify that in addition to a mantle
clock, famlies of deceased enployees will also receive a United
States Flag which has been flown over the U S. Capitol Building.

c. Information pertaining to ordering incentive awards has been
included in this Change Noti ce.
d. The Central Ofice Benefits, Awards, and Professional
Devel opnent Section has been changed to the Enployee Relations
Secti on.

e. The Table of Contents has been updated.

3. TABLE OF CHANGES

Renove | nsert
Tabl e of Contents, Pages i Table of Contents, Pages i and
ii (CN-03) and ii (CN-04)
Chapter 5, Page 13 (CN-03) Chapter 5, Pages 13 - 15
(CN-04)
Chapter 7, Pages 3 - 7 Chapter 7, Pages 3 - 7

( C\- 04)
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4. ACTION. File this Change Notice in front of PS 3451.03, Awards
Program Incentive Awards, Bureau of Prisons.
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Kat hl een M Hawk
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

&&EEEELEELEEELEELELEEEEEEEEEESLEEELEEELEEEELEEEELEEEEEEESLEEELEEEEELLEEEELEEEELEEEEEEELEEELEEES

DI RECTI VE BEI NG CHANGED: 3451. 03

Change
NOtice crANGE e 2 NU%E\EE g:cg?rber 5, 1996

233333333333331333333313333313333313133333131331313133131313333131313313131331313133311)3)))

1. PURPOSE AND SCOPE. To update the Bureau of Prisons Awards
Program Incentive Awards Program Statenent.

2. SUWARY OF CHANGES. The Departnent of Justice has given each
conponent the discretion to inplenent a new discretionary cash

i ncentive award for enpl oyees who achi eve savings on official
travel. The Bureau of Prisons has decided to inplenment the
Travel Savings Award Programtargeting savings fromairline
frequent flyer prograns.

Chapter 5, Section 508, outlines the criteria, form of

recogni tion, and nom nation procedures for this gainsharing
award. A formis also attached for enpl oyees to use to report
their travel savings.

3. TABLE OF CHANGES.

Renove | nsert
Tabl e of Contents Tabl e of Contents
Pages i and ii Pages i and i
Chapter 5, Pages 9 and 10 Chapter 5, Pages 9 - 13

(CN-01) (03/13/95)

4. ACTION. File this Change Notice in front of PS 3451. 03,
Awards Program Incentive Awards, Bureau of Prisons.
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1. PURPOSE AND SCOPE. To clarify the rating official's
discretion in recommendi ng further recognition for an enpl oyee
who receives an outstandi ng performance rating. Since the
granting of awards is discretionary and not an entitlenent, the
par agr aphs |isted bel ow are being revised to all ow managers
flexibility in deciding whether to recomend an awar d.

2. SUWARY OF CHANGES. Chapter 1, Section 102, Eligibility,
Paragraph 2, allows for an enpl oyee who receives an outstandi ng
performance rating to be considered for additional recognition by
the rating official, in the formof a Quality Step Increase,

cash, or non-nonetary award.

Chapter 2, Section 200, General Information, Paragraph 4,
revises an identical paragraph to the one cited above.

3. TABLE OF CHANGES

Renove | nsert
Chapter 1, Pages 1 and 2 Chapter 1, Pages 1 - 2A
Chapter 2, Pages 1 and 2 Chapter 2, Pages 1 - 2A

4. ACTION. This Change Notice shall be filed in front of
Program Statenent P.S. 3451. 03 Bureau of Prisons Awards Program
| ncentive Awards.
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1. PURPGSE. To update the Bureau of Prisons Incentive Awards
Program St at enent .

2. SUWARY COF CHANGES. Chapter 5, Section 503, Bureau of
Prisons Award for Activation of New Facilities, is being
elimnated. The remaining sections in this chapter have been
r enunber ed.

3. TABLE OF CHANGES.

Renove | nsert
Tabl e of Contents Tabl e of Contents
Pages i and ii Pages i and i
Chapter 5, Pages 5 thru 10 Chapter 5, Pages 5 thru 10

4. ACTION. This Change Notice shall be filed in front of
Program Statenent (P.S. 3451.03) on Incentive Awards.
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Kat hl een M Hawk
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

&&EEEELEELEEELEELELEEEEEEEEEESLEEELEEELEEEELEEEELEEEEEEESLEEELEEEEELLEEEELEEEELEEEEEEELEEELEEES

Program o e

NUVBER 3451. 03
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Statement SUBJECT; Awar ds’ Program |Incentive

Awar ds, Bureau of Prisons
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. PURPOSE AND SCOPE: To recognize and pronptly reward

exenplary contributions to the organization's efficiency and
effectiveness. Merit shall be the sole basis for granting any
award. The provisions of this Program Statenent apply to all BOP
enpl oyees at all organi zational |evels.

This Program St atenent establishes the Incentive Awards Program
as a key conmponent within the BOP. In addition to presenting new
incentive awards initiatives, the Program Statenent al so

i ncorporates previously published policy and instructions into a
logically structured guide to be used by Human Resource officials
and supervisors in fulfilling their responsibilities in human
resource managenent .

2. DI RECTI VES AFFECTED

a. Directive Rescinded.

P.S. 3451.02 Awards Program |Incentive Awards, Bureau of
Prisons (11/06/89).

b. Directives Referenced

P.S. 3000. 02 Human Resour ces Managenent Manual (11/01/93).

3. STANDARDS REFERENCED: None.

4. EMPLOYEE ACCESS:. Enployees nay have access to any and al
information in this Program Statenent and may have copies of any
portion. Al Human Resource Managers shall assure that the Human
Resource office copy of this Program Statenent is current at al
tines and is readily available to enpl oyees.
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CHAPTER 1: GENERAL ADM NI STRATI ON

100. LEGAL BASI S AND REGULATORY REQUI REMENTS
1. Chapters 43, 45, 53 and 54 of title 5, U S. Code

5 CFR Part 430, Subpart E

5 CFR Part 531, Subpart E

5 CFR Part 451

Federal Personnel Manual (FPM Chapters 451 and 531

FPM Suppl ement 451-1

DQJ Order 1430.3A, 04/ 14/87

DQJ Order 1451. 1A, 12/14/78

DQJ Order 1531. 1A, 04/12/77

DQJ Order 1540. 1A, 03/17/87

DQ) Order PS 451-2, 11/19/84

Public Health Service Conm ssioned Corps Personnel

Manual , Instruction 1 of Subchapter CC27.1 and

I nstruction 1 of CC27.9

DQJ Policies, Guidance and Procedures on Tinme-Of

Awar ds, dated June 9, 1992

Federal Personnel Manual Suppl enment 920-1, Subchapter

S9
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101. PURPCSE OF PROGRAM

1. The purpose of the Bureau of Prisons Incentive Awards
Programis to recognize and pronptly reward enpl oyees who perform
in an exenplary manner or mnake significant contributions to the
efficiency and effectiveness of Bureau operations and to honor
t hose who have served the governnent faithfully and well.

The integrity of the programw || be preserved when neritorious
awards are given expeditiously and only to those who are truly
deserving of recognition. Merit will be the sole basis for
granting any award. This wll dimnish inequities that could
underm ne the credibility of the awards program Awards shoul d
be granted without regard to grade | evel or type of position.

Awards received within the past five years will be a factor
when considering all enployees for a pronotion.

2. Enployee recognition is extrenmely inportant to encourage
and mai ntain enpl oyee norale and a high | evel of achievenent.
Unfortunately, this can have a negative inpact on all enpl oyees
if the recognition is awarded indiscrimnately, w thout a clear
connection between the award and the contributions nmade to the
Bur eau.

W need to ensure that in our efforts to recogni ze enpl oyees,
we al so remai n cogni zant of our public trust and fiscal
responsibilities. In the interest of all taxpayers, it is of the



ut most i nportance that we nmaintain the integrity of the incentive
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awards program W nmust not indiscrimnately grant awards.
Al ways consi der factors such as: inpact, perception of others,
and cost savings of the contribution being rewarded.

102. ELIGBILITY

1. The Incentive Awards Programis applicable to all enpl oyees
of the Federal Bureau of Prisons. Awards nmay be granted to
former enployees or to the estate of deceased enpl oyees if the
contribution which serves as the basis for the award was nade
whil e the enpl oyees were in the service of the governnent.
Honorary awards of noderate val ue may be granted to private
citizens or organizations for significant contributions that
benefit the Federal Bureau of Prisons.

2. Enpl oyees who receive an overall perfornmance eval uation of
"Qut st andi ng" may be considered by the rating official for
addi tional recognition such as a Quality Step |Increase, cash or
non-nonetary award. *

3. United States Public Health Service (PHS) Oficers assigned
to Federal Bureau of Prisons facilities may recei ve awards under
the PHS Comm ssioned O ficers' Recognition Program as descri bed
in Chapter 8. They may be granted non-nonetary, honorary
recogni tion; however, they are not eligible for cash awards.

103. DELEGATI ON OF APPROVI NG AUTHCORI TY AND RESPONSI BI LI TY

1. The Attorney Ceneral has overall responsibility for the
I ncentive Awards Programin the Departnent of Justice. She/He
retains the authority to approve the Departnent's top honorary
awards; to nom nate other enployees for awards granted by
agenci es and organi zati ons other than the Departnment of Justice;
to approve cash awards of nore than $5,000 and up to $10, 000; and
to recoomend to the Ofice of Personnel Managenent cash awards of
nore than $10, 000.

2. The Deputy Attorney Ceneral retains the approval authority
on cash awards for SES enpl oyees. This authority does not
pertain to awards that require the approval of the Attorney
CGeneral .

3. Ofice of Attorney Personnel Managenent has the authority
to approve awards for non-SES attorneys. Attorney awards of up
to $2,000, nust be endorsed by the Regional Counsel and the
Assistant Director, Ofice of General Counsel (OXC); simlarly,
awards ranging from $2,001 to $5, 000, nust al so be endorsed by
the Director, prior to forwarding to DQJ for approval. Time Of
Awards for attorneys nust be endorsed by the Regi onal Counsel and
approved by the Assistant Director, OGC
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4. The Director, Federal Bureau of Prisons, is responsible for
assuring effective adm nistration of the Incentive Awards Program
within the Federal Bureau of Prisons. The Director: a) approves
the Director's awards contained in Chapter 6; b) reconmends

enpl oyees for awards that require DQJ approval or concurrence;

and c) approves cash awards of nore than $2,000 and up to $5, 000
for all BOP enpl oyees.
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5. The Assistant Directors are delegated the responsibility
for: a) overseeing the operations of the Incentive Awards Program
within their respective divisions; b) approving Quality Step
Increases (@Sl's), Tinme Of Awards (TQOA s), and cash awards up to
$2,000 for all enployees in their divisions; c) approving
suggesti ons havi ng Bureau-w de inpact and suggestion awards when
their division is the lead or is primarily inpacted by the
i npl emrentati on of an approved suggestion; and d) approving al
Bur eau-w de divisional awards. (Note: Assistant Directors nust
obtai n executive staff concurrence for all Bureau-w de divisional
awar ds. )

Assistant Directors may al so approve superior acconplishnent
(cash) awards for special acts or service of up to $2,000 for
enpl oyees outside of their own division (for acconplishnents
t hatbenefit their divisions). |In these circunstances, it is
advi sabl e to obtain concurrence fromthe enpl oyee's Warden,
Regional Director, or Assistant Director.

6. The Assistant Director for Industries, Education and
Vocational Training is delegated responsibility as outlined in
paragraph 5, above. Approving authority is also del egated for
all awards for UNI COR enployees in institutions at the Assistant
Department Head | evel and higher, along with Central Ofice
controll ed positions.

7. The Regional Directors are delegated the responsibility for
overseeing the operations of the Incentive Awards Program w thin
their regions, including: a) the approval of Regional Drector's
Awar ds contained in Chapter 6 of this Manual, (Note: Regional
Directors nmust obtain executive staff concurrence for Regi onal
Director's Awards contained in Chapter 6.) b) providing
recomendations on all nom nations for Bureau-w de awards, and c)
approvi ng suggestions for Region-w de inplenentation and/or
referral of suggestions for Bureau-w de inplenentation. The
Regional Director is the approving authority for QSlI's, TOA s,
and cash awards up to $2,000, for regional and conmmunity services
personnel, and for institutional staff when the award exceeds the
Warden's del egated authority (except for attorneys and UN COR
enpl oyees at the Assistant Departnent Head | evel and higher).

Regi onal Directors may establish other requirenents for award
approvals in their regions.

8. Wardens are delegated the responsibility for ensuring there
is a dynamc and fair Incentive Awards Program operating at the
institutional level, with an institution supplenent outlining al
| ocal policies and procedures. They are the approving authority
for @SI's, TOA's, and cash awards up to $1,000 for al
institution enpl oyees except attorneys and for those UN COR
enpl oyees del egated to the Assistant Director for Federal Prison
| ndustries, Education, and Training. Recomendations for awards



exceeding $1,000 will be forwarded to the Regional Ofice for
action at that |evel.
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Wardens are al so responsi bl e for approving suggestions
inplemented at their institutions and for referral of suggestions
to the Regional Ofice for region-w de or Bureau-w de
i npl enment ati on consi derati on.

9. Training Center Directors are delegated the responsibility
for ensuring there is a dynamc and fair Incentive Awards Program
operating at training centers, with a supplenment outlining al
| ocal policies and procedures. They are the approving authority
for @I's, TOA's, and cash awards up to $1,000 for all training
center enpl oyees (except attorneys). Recommendations for awards
exceeding $1,000 will be forwarded for approval to the Assistant
Director for Human Resource Managenent.

Training Center Directors are al so responsible for approving
suggestions inplenented at their training centers and for
referral of suggestions to the Central Ofice for Bureau-w de
i npl ement ati on consi derati on.

10. Redel egation of authority--The approving official of
awar ds nmay redel egate approval authority to an official serving
in an acting capacity. 1In no instance nmay the approving
official also be the recommending official, except when the
recommendi ng official is the Drector.

NOTE: The approving official nust be at a managenent | evel
hi gher than the recommendi ng official.

104. ADM NI STRATI VE RESPONSI BI LI Tl ES

1. The Assistant Director, Human Resource Managenent Divi sion
has been del egated the responsibility for the overal
adm nistration of the Incentive Awards Program

2. The Deputy Assistant Director, Human Resource Managenent
Division provides the central admnistrative direction and revi ew
necessary for an effective awards program

3. The BOP Incentive Awards Coordinator, Benefits, Awards, and
Pr of essi onal Devel opnent Section of the Human Resource Managenent
Division will be the focal point of all issues concerning the
I ncentive Awards Program w thin the Bureau, serve as an
i nformation resource, and coordinate the collection and
processi ng of Bureau-w de, Attorney Ceneral, and Governnent-w de
awar ds.

4. The Senior Executive Service (SES) Coordinator will be the
focal point for SES awards, including Presidential Rank awards,
performance awards (bonuses), and SES superior acconplishnent
i ncentive awards.
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5. Supervisors at all levels have primary responsibility for
t he successful conduct and pronotion of the Incentive Awards
Program by assuring that they keep thensel ves inforned of al
aspects of the program encourage enpl oyees and i nform them of
the opportunities the programoffers for personal and group
recognition (which includes the enpl oyee suggesti on program
They must review their own operations and evaluate results for
t he purpose of identifying enpl oyees whose individual or group
contributions have led to significant inprovenents.

6. New ideas and suggestions are frequently instituted w thout
undergoing the formalities of the suggestion program
Supervi sors are responsi ble for recognizing situations of this
type in which initiative surpassing their expectation is
di splayed. In these instances, the supervisor should submt a
recommendation for a superior acconplishnent award and/ or
encour age/ assi st the enployee in submtting the idea through the
suggestion program

7. Regional Hunman Resource Managers and Institution Human
Resource Managers will: a) ensure proper maintenance of records
on awards and suggestions, b) provide managenent officials with
adequate information to ensure their conpliance with this program
statenent and the effective functioning of the program c)
determne eligibility for awards, d) process awards in
accordance wwth law, regulation, and the direction provided by
this programstatenent, and e) publicize award sel ecti ons.

Institution, Training Center, and Regional Incentive Awards
Coor di nators shoul d be desi gnat ed.

8. Enployees all share the responsibility for efficient and
econom cal Governnment operations. Every enployee should aspire
to make contributions to Governnent operations of such
significance as to warrant recognition through this program

105. THE | NCENTI VE AWARD PLANNI NG AND REVI EW COW TTEE

1. The Bureau Incentive Award Pl anning and Review Conmm ttee
(referred to as the Bureau Incentive Awards Comm ttee) is
concerned, on a Bureau-w de basis, wth the overall effectiveness
of the program and may nake recommendations to the Assistant
Director, Human Resource Managenent Division, with regard to the
devel opnent of program policy, procedural issues, and pronoti onal
activities.

2. Simlar conmttees nust be operational at each institution,
training center, regional office, and at the Central Ofice with
Uni on representation as required by the Master Agreenent. (The
Central Ofice commttee services Central Ofice enpl oyees only.
The Bureau Comm ttee has Bureau-w de responsibilities.)
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3. Commttees will serve as the review ng body for suggestions
and in making witten recomendati ons as to approval,
di sapproval, nature and/or anmount of suggestion awards.
Committees may al so review | ocal awards as designated in
institution suppl enents.

4. The Bureau Conmttee will include the Incentive Awards
Coor di nator, one nmenber from each division, and a Union
representative. The commttee will neet on a quarterly or "as
needed" basis.

5. The Regional Ofice Commttees wll include the Regional
I ncentive Awards Coordi nator and representation fromthe major
program areas. Institution Commttees wll include the

Institution Incentive Awards Coordi nator, representation fromthe
| ocal union, and any ot hers designated by the Chief Executive
O ficer.

6. Each Central Ofice division may establish a coonmttee to
make reconmendations to their respective Assistant Director.

106. RECORDS AND REPORTS

1. The central clearance and records point for the Incentive
Awards Programw || be the Human Resource Manager at each
organi zati onal | ocation.

2. Incentive Awards Regi ster: FEach award nom nation and
enpl oyee suggestion is to be assigned a | og nunber and recorded
in an Incentive Awnards Register. The register should be
mai nt ai ned on a fiscal year basis and include sufficient
information to track the status of awards and suggestions. At a
m ni mum the register nust include the enpl oyee's nane, grade,
type of award nom nation, date received, date approved/ deni ed,
the dollar anmobunt for cash awards and the nunber of hours for TOA
awards. Witten docunentation is required for each incentive
awar d, whet her approved or di sapproved.

Records of incentive award actions nmust reflect the status and
di sposition of each case initiated, and processed awards mnust
i nclude the actions and reconmendati ons of Incentive Awards
Commi ttees. Specific docunentation requirenents are described in
the section for each type of award. Files nust be maintained to
substanti ate expendi ture of funds.

The Enpl oyee Awar ds System ( EASY) autonated tracking system
must be used as the incentive awards register at all |ocations
for awards and suggesti ons.

3. Reports: An annual report nmust be submtted by each
institution Human Resource Manager to the Regi onal Human Resource



Adm ni strator by October 5th of each year, using OPM s Annual
I ncentive Awards Report, revised 11/92. Each Regi onal Human
Resource Adm nistrator will submt a consolidated report to the
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Benefits, Awards, and Professional Devel opnent (BAPD) Section,
Central Ofice, by October 20th of each year. (The reports from
the Central O fice Human Resource O fice and the Training Center
Human Resource O fices are due to BAPD by Cctober 20th of each
year.)

4. Oficial Personnel Folder: An SF-50, Notification of
Per sonnel Action, nust be processed for each QSI, TOA and al
cash awards. SF-50's for SI's, Special Acts, TOAs, and
Suggestion Awards nust include a remark indicating the reason for
the award. Exanple remark: "Tinme Of Award for initiating cost
savi ng procurenent practices."

5. Oher Award Filing Requirenents: Justification and award
backup materials, as well as letters of appreciation/thanks w |l
be filed in the Enpl oyee Perfornmance Fol der (EPF) for a period of
two years. Copies of approved and di sapproved suggestions are to
be maintained for two years, in a file established for that
pur pose.

An inventory will be maintained of all purchased incentive
award itenms. The nomnation, with witten justification and
approval of a higher |level manager, will be maintained in a file
establ i shed for that purpose.

107. PUBLICI TY AND CEREMONI ES

1. Al human resource offices are encouraged to publicize
awar ds through newsletters and recalls. Enployees of the
Mont h/ Quarter/ Year, and Supervisors of the Quarter/ Year
sel ections, should be submtted to the Information, Policy, and
Public Affairs Division for inclusion in the Monday Morning
Hi ghlights. (Use SENTRY ID: BOP PUBLI C | NFO

2. Privileged information contained in award nom nati ons
shoul d not be publicized or otherw se di scussed with anyone not
involved in the selection process, except on a "need-to-know'
basis. Award nom nations should not be discussed with the
nom nee until the award has been approved.

3. Inpact of the Privacy Act: Routine data for pronotion and
publicity purposes (e.g., nane, grade, organizational |ocation,
phot ograph of awardee, type and anmount of award, and descri ption
of contribution) is considered public information and, therefore,
is not subject to the Privacy Act. Personal information (e.g.,
date of birth, hone address, professional affiliations,
enpl oynent history) may not be publicized without prior
perm ssion fromthe enpl oyee.

108. NOM NATI ON FORMS



1. Mbst awards are subnmitted on a nmenmorandum form  Local
forms may be devel oped, where appropriate.
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2. To ensure uniformty in the Bureau-w de award nom nati on
process there is only one standard nom nation form The Bureau-
w de awards form found on page 6-24 of Chapter 6, is to be used
for all nom nations for Bureau-w de awards outlined in Chapter 6.

This form may be reproduced | ocally.

3. Personnel Form 19 is recomended for submtting enpl oyee
suggestions, although use of this formis not nmandatory.

109. FUNDI NG

1. Funds will be issued to each facility at the beginning of

each fiscal year. |Incentive Award object class codes (1100
series) are to be used for processing all awards at the |ocal
level. Should a facility require additional incentive award

fundi ng, other budgetary institution resources nust be utilized.
NOTE: (bject class codes are subject to nonitoring to ensure
that noney allocated is being used for the purpose intended.
Approved award recommendati ons may be deferred or denied due to
budget curtail nent or other unforeseen factors. |In such cases,
the affected enpl oyees shoul d be so inforned.

2. Central Ofice will fund Bureau-w de awards listed in
Chapter 6. Human Resource Managers will receive instructions
regardi ng the cost center to which each of these awards shoul d be
char ged.

110. PROCESSI NG AWARDS -- REFER TO NFC PROCESSI NG | NSTRUCTI ONS

1. Al Special Act, Suggestion, and TOA awards nust include a
remark on the SF-50 that indicates the reason for authorizing the
awar d.

Exanpl e remarKk: "Special Act Award for preventing the escape
of an inmate."

111. REQUESTS FOR PURCHASE

1. In order to ensure that each item purchased as an incentive
award is used as intended, each purchase request for an award
must be certified by the | ocal Human Resource Manager. A copy of
si gned purchase requests and docunentation of the distribution of
incentive award itens nust be maintained by the Human Resource
Manager .

2. Each Human Resource Manager will be required to sign the
foll ow ng statenment which nust be typed on each purchase request,
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to include purchase requests for retirenent plaques:

"I certify that the iten(s) on this purchase request
represent(s) incentive awards and will be distributed to
enpl oyees only in accordance with the O fice of Personnel
Managenent, Departnent of Justice, and Federal Bureau of
Prisons regul ati ons on awards."

See Chapter 2, Superior Acconplishnment Awards based on Speci al
Acts or Service for nore information about the purchase and
distribution of incentive awards itens.

112. TRAI NI NG OF SUPERVI SORS AND EMPLOYEES

1. The Human Resource Manager, in conjunction with the
Enpl oyee Devel opment Manager, is responsible for providing
periodic training to managers, supervisors, and enpl oyees on the
I ncentive Awards Program Al |l enpl oyees shoul d know t he purpose,
scope, and operation of the program Supervisors should have a
common understanding of the criteria used in granting awards.
Enpl oyees shoul d be aware of job expectations and requirenents
for excellent and outstandi ng performnmance.

113. PROGRAM REVI EW

1. The Incentive Awards Programw || be reviewed through the
managenent audit process directed by the Program Revi ew Divi sion.
The intent of this revieww ||l be to determne the effect of the
program on the inprovenent of operations, efficiency, econony,
and norale, and to ensure that reports have been submtted as
required.

114. I NSTI TUTI ON SUPPLEMENTS

1. Al human resource offices for institutions, training
centers, regional offices, and the central office (for central
of fice enployees) are to wite a | ocal supplenent detailing al
aspects of their Incentive Awards Program to include a
description of awards granted locally, the criteria/docunentation
requi renents for each, and nom nati on/ approval procedures.

115. COVPTROLLER CGENERAL (CG DECI SI ONS AND OTHER RELATED
| NFORMATI ON

1. B-227559 (March 23, 1988) - The CG agrees with the Ofice
of Personnel Managenent's di sapproval of incentive awards
prograns to reduce sick | eave usage. OPMs rationale is that



sick leave is a statutory entitlenent available to all governnent
enpl oyees for use in appropriate circunstances, and awards for
non-use are i nappropriate.
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2. B-233607 (Cctober 26, 1989) and FPM Letter 451-7 (July 25,
1989) - The Director may authorize travel expenses for attendance
at a major award cerenony of award recipients and one i ndivi dual
related to the recipient by blood or affinity, whose cl ose
association with the enployee is the equivalent of a famly
rel ati onship.

3. 65 Conp. Gen. 738 (1986) and 5 USC 4503 - Wile it is
recogni zed that appropriated funds may not generally be used to
provide free food to governnent enployees, refreshnments may be
purchased and considered as a "necessary expense" for an awards
cerenony reception if the agency determ nes that the reception
with refreshnments would materially enhance the cerenony.

4. B-236040 (Cctober 9, 1990) - An agency may pay a fee, which
i ncludes a luncheon, for attendance at a Federal Executive Board
regi onal award cerenony by agency enpl oyees who had been sel ected
for awards as well as their supervisors.

5. B-240001 (February 9, 1991) - The Incentive Awards Act does
not authorize giving T-shirts to Conmbi ned Federal Canpaign
contri butors.

6. 56 Conp. Gen. 57 (1976) - A labor relations arbitrator may
order an agency to prepare and submt an award recommendati on,
but cannot order the agency to actually nake the award.
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CHAPTER 2: GUI DELI NES FOR MONETARY AND NON- MONETARY AWARDS
200. CGENERAL | NFORVATI ON

1. The Incentive Awards Program exists under |egal and
regul atory authority. These authorities are discussed in this
Chapter, in Chapter 3 (Tine Of Awards), and in Chapter 4
(Suggestions). Oher awards described in this Manual are
applications of these basic awards authorities.

2. Al award nom nations nust be submtted in witing and be
approved by the official defined in Chapter 1. The approving
official must be at a higher level than the recomendi ng
of ficial.

3. An award should be discussed wth the nom nee only after
the award has been approved.

4. Enpl oyees who receive an overall performance eval uati on of
"Qut st andi ng" may be considered by the rating official for
addi tional recognition such as a Quality Step |Increase, cash or
non-nonetary award. *

201. QUALITY STEP | NCREASES (QSl)

1. Introduction: These are additional wthin-grade increases
whi ch augnent the enployee's basic pay. A QSI is appropriate
when faster than normal advancenent is warranted. Only General
Schedul e enpl oyees are eligible for QSI's.

Tenporary enpl oyees are not eligible for QSI's.

2. Evaluation Criteria: A QI may be considered only when the
enpl oyee' s nost current overall performance rating of record is
"outstanding”. This |level of achievenent nust have been
sustained for at least six nonths in the sane position prior to
nom nation. The supervisor nust certify that the enpl oyee's
| evel of performance is expected to continue in the sane
position. The enpl oyee nmust not have received any ot her
performance awards (QSI's or SSP's) during the past 12 nonths and
the same period of performance may not be used as justification
for nore than one QSI or SSP award. The eval uati on shoul d
contain substantive information relating the enpl oyee's job
performance to the performance standards. (Merely checking the
"out st andi ng" bl ock(s) is insufficient.)

Since a Sl increases the enployee's future salary, a QSI may
only be granted to an enpl oyee who is expected to renain in the
sane position at the sane grade |level. Therefore, a QSI is
i nappropriate for an enpl oyee who is about to receive or just
received a pronotion, for which the selection included
consi deration of the high level of performance the quality



i ncrease woul d recogni ze.
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An enpl oyee may be consi dered as expecting to renmain in the
sanme position if their change of position is the result of a
career | adder pronotion at the same (or a different) BOP
facility.

Exanpl es:

A Teacher, GS-9, who is expected to be pronoted (non-
conpetitively) to a GS-11, would not be precluded from
receiving a QSlI, either before or after pronotion.

A Correctional Oficer who receives an "outstandi ng"
performance rating as a GS-7 and is conpetitively selected
or actually pronoted to a GS-8 Correctional Oficer is not
eligible to receive a @S5I as a GS-7 (once selection is nade)
or as a GS-8 based on performance as a G5 7.

A GS-11 Case Manager at FMC Rochester who reassigns or is
sel ected for reassignnent as a GS-11 Case Manager at FCl
Term nal |sland woul d not be precluded fromreceiving a QS
based on the "outstandi ng" performance rating received at
Rochest er.

Sone _enpl oyees who are eligible for QSI's may actually benefit
nore froman SSP. In many circunstances when the enpl oyee is
about to be pronoted, the enployee will benefit nore froman SSP
award than froma QSI because the latter may not provide a
greater step in the grade to which they will be pronoted. This
shoul d be discussed with the recormending official. An enployee
who is close to retirenent will only benefit froma QSI for a
short tinme. An enployee who receives a SI does not start a new
waiting period to neet the tinme requirenents for a regul ar
W t hin-grade increase; however, if a QSI places an enployee in
the fourth or seventh step of the grade, the waiting period for a
regular wthin-grade increase is extended by 52 weeks. In the
|atter case it may, at tines, be nore beneficial to wait for the
regular within grade increase, then nom nate the enpl oyee for a

Qs .

3. Formof Recognition: A pay action which permanently
i ncreases the enployee's rate of basic pay equivalent to a
wi t hi n-grade increase.




P.S. 3451.03
CN-02, May 3, 1995
Chapter 2, Page 2A

4. Nom nation Procedures: Normally, a QSI is recomended
concurrent with the annual performance appraisal. The immedi ate
supervisor is responsible for initiating the recommendati on.

When the performance eval uati on contains substanti al
docunent ati on of the enpl oyee's performance in relation to the
performance standards, only a cover nmenorandumw || be required
as a nomnation. Oherwi se, nomnations are to be submtted in a
narrative format. All nom nations nmust be supported by the

enpl oyee' s nost recent performance appraisal. If the appraisal is
nmore than sixty days old, a supplenental witten statenent of the
reasons for granting the QSI will be required.
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5. Selection Procedures: The approving official (in
accordance with Chapter 1) will make the determ nation regarding
the nom nations. D sapproved reconmendations will be discussed
wi th the supervisor and returned.

202. SPECI AL ACHI EVEMENT AWARD FOR SUSTAI NED SUPERI OR PERFORMANCE
(SSP)

1. Introduction: This is a lunp sumcash award granted in
recogni tion of an enpl oyee's sustained superior performance which
exceeds normal job requirenents for a period of at |east six
nont hs.

Tenporary enpl oyees nay be eligible for SSP awards, if al
requi renents are net.

SES enpl oyees are not eligible for SSP awards because such
performance is intended to be recognized through the performance
apprai sal process. Sustained superior performance reflected in
an SES enpl oyee's performance rating tends to automatically
gener ate performance- based awards and increases to base sal ary.
Therefore, additional nonetary recognition through SSP awards is
I nappropri ate.

2. Evaluation Criteria: An SSP award may be given only to an
i ndi vidual (rather than a group). Major duties of the position
must be performed for a period of at |east six nonths and overal
performance nmust, at a mninum be sustained at the "exceeds"
level with no elenment rated |less than "fully successful”. The
enpl oyee's current rating of record nust be used as supporting
evidence for this award. The nom nation nust contain substantive
information relating the enployee's job performance in each
el emrent to the performance standards, which verifies the enpl oyee
has sustained the "exceeds" |evel of performance for at |east six
nont hs.

The enpl oyee nmust not have received any other award that is
based on job performance (i.e., SSP or QSI) within one year
precedi ng the date of nom nation and the sane period of
performance may not be used as justification for nore than one
SSP or QSI award. An award for Special Act or Service during the
six month period is not disqualifying. (Note: Ganting an SSP
award will nmake an enployee ineligible for a QSI for 12 nonths.)

3. Formof Recognition: Recipients of these awards may
receive up to 15%of their rate of basic pay. The full anount
for an SSP award nay be granted only once in any 52-week peri od.
Anmount s received for Special Act Awards are not counted toward
the 15%|imt.
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203. SUPERI OR ACCOVPLI SHVENT AWARD BASED ON SPECI AL ACTS OR

SERVI CE

1. | nt r oducti on:

This award nay be nonetary or

non- nonet ary.

The nonetary award is a lunp sum cash award given for a one-tine
or non-recurring contribution by an enpl oyee or a group of

enpl oyees in the public interest connected with or

related to



official enploynent. The non-nonetary award is a nedal,
certificate, plaque, citation, badge, or other simlar itemthat
has an award or honor connotati on.
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An inventory will be maintained of all purchased incentive
award items. The nomnation, with witten justification and
approval of a higher |level manager, will be maintained in a file
establ i shed for that purpose.

All enployees are eligible for this award, including SES
enpl oyees, although Special Act or Service Awards for SES
enpl oyees are inappropriate when they are based on duties covered
by the performance work pl an.

Tenporary enpl oyees are eligible for Special Act or Service
Awar ds.

Chapters 5, 6, and 7 offer a variety of awards which fall
Wi thin the paraneters of this award authority.

2. Evaluation Criteria: This type of recognition is
appropriate when an enpl oyee or group of enployees perforn(s)
substantially beyond expectations on a specific assignnent,
aspect of an assignnent, or job function; for a single scientific
achi evenent; an act of heroismor simlar one-tinme special act of
a non-recurring nature. This award may al so be presented to any
enpl oyee or group of enployees for disclosure of fraud, waste, or
abuse in the Federal Governnent that resulted in tangible
benefits to the Governnent.

3. Formof Recognition: The anmount of the nonetary award wil |
be based upon tangi bl e savings and/or intangi ble benefits to the
Governnment. (Refer to the Awards Tables in Chapter 2, pages 2-7
through 2-9 for additional information.) Anounts |ess than those
in these tables may be granted.

In determ ning the anount of a group award, the value of the
contribution should be evaluated first and the anount divided
anong the group nenbers, either equally or in proportion to the
contribution of each nenber. An exception nay be made when the
anount to be shared would be too small to be neaningful and
noti vati ng.

A non-nonetary award may include: Letters of Conmendati on,
Certificates of Appreciation, nedals, plaques, citations, badges,
or other simlar itens that has an award or honor connotati on.
Purchased itens nust:

a) be of nom nal value (under $25);

b) contain Bureau and/or other BOP affiliated insignia or
| ogo; and

c) be sonet hing that can be worn or displ ayed.

The purchase of non-nonetary itens costing nore than $25 nust
be approved by the Regional/Assistant Director.



NOTE: Regional/Assistant Directors nay establish general cost
limtations for purchasing plaques which would not require
further approval by the Regional/ Assistant Director.
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Exanpl es of other appropriate types of itens include: tee
shirts, pens, coffee nugs, paper weights, baseball-type
caps, etc. Exanples of inappropriate types of itens
include: television sets, fishing rods/reels, coffee nmakers,
radi os, dinner certificates, trips, gift certificates, and
sporting event tickets.

I ncentive award itens may not be purchased for general
distribution to enpl oyees nor may they be distributed nerely for
attending a particular function (such as a conference or a
training session). Itens that are nmade avail able for general
distribution to participants are not in the spirit of an
incentive award. These types of purchased itens (for general
di stribution) should only be made avail able at the personal
expense of the participants.

NOTE: The Human Resource Manager must sign all purchase requests
certifying that itens purchased will be distributed in accordance
with incentive award regul ati ons (see Chapter 1).

There is no limt to the nunber of these awards that an
i ndi vi dual can receive in a given period.

4. Nom nation Procedures: Nom nations for these awards are
accepted at all times. The imedi ate supervisor (or other
managenent official aware of enployee contributions) is
responsible for initiating the recommendation. Justifications
are to be submtted in sinple narrative format with enphasis on
results achieved and, if possible, identification of benefits
whi ch can be neasured and converted into nonetary benefits. The
Award Tables in Chapter 2, pages 2-7 through 2-9 should be
consulted in determ ning the dollar anount of the award.

5. Selection Procedures: The approving official (in
accordance with Chapter 1 of this Manual) w Il nmake the
determ nation regardi ng the recomendati ons.

For group awards, when one nom nation is submtted to justify
awards for nore than one enpl oyee, the total dollar anount
recommended nust be added together to determ ne the appropriate
approving official (see Chapter 1, Delegation of Authority).
Thi s does not preclude individual recognition for group
achi evenents; however, separate nom nations nust be submtted,
describing individual contributions to the governnent.

Di sapproved recomendations will be discussed with the
supervi sor and returned to hinf her.

A remark nust be placed on the SF-50 which indicates the
justification for the award. Exanple remark: "Special Act Award
for designing and inplenenting the institution's strategic plan
for reduction in enpl oyee turnover."
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AVARD TABLE
FOR CONTRI BUTI ONS W TH TANG BLE BENEFI TS
(SUGGESTI ONS, | NVENTI ONS, AND SPECI AL ACTS OR SERVI CES)

Esti mated First Year

Benefits to Gover nnent Amount of Award

Up to $10, 000 10% of benefits

$10, 000 - $100, 000 $1,000 for the first $10, 000
pl us 3% of benefits over
$10, 000

$100, 001 or nore $3,700 for the first $100, 000

plus .5% of benefits over
$100, 000
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AVWARD TABLE BASED ON | NTANG BLE BENEFI TS
The follow ng definitions will assist in interpreting the attached chart:
EXTENT OF APPLI CATI ON

LIMTED - Affects functions, m ssion or personnel of one office, facility, installation
or an organi zational elenent of a headquarters. Affects a small area of science or
t echnol ogy.

EXTENDED - Affects functions, m ssion, or personnel of several offices, facilities, or
installations. Affects an inportant area of science or technol ogy.

BROAD - Affects functions, mssion, or personnel of an entire regional area of conmand.
May be applicable to all of an independent agency or a |large bureau. Affects a broad area
of science or technol ogy.

CENERAL - Affects functions, m ssion, or personnel of several regional areas or commands,
or an entire departnent of a |arge independent agency, or is in the public interest
t hroughout the nation or beyond.

VALUE OF BENEFI T

MODERATE VALUE

Change or nodification of an operating principle or procedure which has noderate val ue
sufficient to neet the m nimum standard for a cash award: an inprovenent of rather limted
val ue of a product, activity, program or service to the public.

SUBSTANTI AL VALUE
Substantial change or nodification of an operating principle or procedure: an inportant
i nprovenent to the value of a product, activity, program or service to the public.

H GH VALUE
Compl ete revision of a basic principle or procedure: a highly significant inprovenent to
the value of a product, major activity, program or service to the public.



EXCEPTI ONAL VALUE
Initiation of a new principle or major procedure; a superior inprovenent to the quality of
a critical product, activity, program or service to the public.
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AVWARD TABLE BASED ON | NTANG BLE BENEFI TS

EXTENT OF APPLI CATI ON

LI M TED EXTENDED BROAD GENERAL
+3233333133133331333303331313333313133333033131133131313331313301313133131333313133301313331313133131))3)))
*MODERATE VALUE *  $25 -$125 *  $125-$325 *  $325- $650 *  $650- $1, 300 *

* * * * * *

/33333333133333333333333133331333333333333311333131333131333131133131313331133313))33)))))3)))))1
*SUBSTANTI AL VALUE * $125-$325 *  $325- $650 * $650-$1,300 =~ $1,300-%$3,150 =

* * * * * *

/33333333333333333333333333313313113333333331331313133313333313113331313313131333131)333)))))5)))))1
*H GH VALUE *  $325- $650 *  $650- $1, 300 * $1, 300-$3, 150 = $3, 150-%$6, 300 =

* * * * * *

/33333333333333333333311333313133113333133313131331313133313133331313331313331133313))33)))))))))))1
*EXCEPTI ONAL VALUE * $650-%$1,300 *~ $1,300-%$3,150 = $3,150-%6,300 ~ $6,300-%$10, 0002 ~*

* * * * * *

-33233333333333333332333333333333113323333313133131313331313233131313313131333131323313133331133)))))-

(1) This scale is a "recommendation only"; agencies have the authority to devel op
scal es that neet their needs. Agencies should adapt the term nology used in the scale to
make it nore relevant to their organization and m ssion. Also, agencies may provide for
sonme exceptions to these anmounts to provide nmanagenent with flexibility in rewarding
enpl oyees. Agencies may al so consi der the suggested award anounts as baseline reductions
in the real dollar value of the awards.

(2) An award of nore than $10, 000, up to $25,000, rmay be granted with the approval of
OPM  An award above $25,000 may be granted with the approval of the President. Such
awar ds should normal ly not exceed $50, 000.
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CHAPTER 3: TI ME OFF AVWARDS
300. GENERAL | NFORMATI ON

1. Time-Of Awards (TOAs) provide managers with further
flexibility in providing recognition to enpl oyees.

2. Al award nom nations nust be submtted in witing and be
approved by the official defined in Chapter 1. The approving
official must be at a higher level than the recomendi ng
of ficial.

3. Recommendations for any award shoul d be di scussed with the
nom nee only after the award has been approved.

301. TIME OFF AWARDS ( TOAs)

1. Introduction: The Departnent of Justice issued policies,
gui dance, and procedures to inplenent "Time Of Duty as an
I ncentive Award" on June 9, 1992. The provisions of this
issuance will remain in effect until superseded by a revision of
DA Order 1451. 1A, Incentive Awards Program

2. Evaluation Criteria: TOAs are intended to recognize
superior acconplishnents or other personal efforts that
contribute to the quality, efficiency, or econony of Governnent
operations. They should be used principally to recognize
contributions that are of a one-tine, non-recurring nature, but
may al so be used to recogni ze sustai ned high-1level perfornmance.
However, when recogni zi ng sustai ned superior perfornmance, you
must ensure that tine-off awards are not being used as a
substitute for performance awards or to circunvent the statutory
limts placed on granting performance awards.

Types of eligible contributions:

a) making a high-quality contribution involving a difficult
or inportant project or assignnent;

b) displaying special initiative and skill in conpleting an
assi gnnent or project before a deadline;

C) using initiative and creativity in making inprovenents in
a product, activity, program or service,

d) ensuring the BOP mssion is acconplished during a
difficult period by successfully conpleting additional work or a
proj ect assignnent while still maintaining one's own workl oad;

e) producing additional benefits to the Governnent as the
result of especially effective and tinely evaluation of an



enpl oyee suggestion; and

f) sustained high-1evel perfornmance.
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Bef ore recommendi ng/ granting a TOA, consideration should be
given to the cost of a TOA to the government in ternms of overtinme
expenditures and | ost hours of productivity. Consideration
should also be given to the value of the TOA when conpared to the
nmonetary value of the incentive award that nay ot herw se have
been grant ed.

Recei pt of prior cash, honor, or other incentive award is not
di squal i fying. However, the same contribution should not be used
as the basis for a tine-off award and another award, unless the
time-of f award or other award is deened clearly not adequate to
recogni ze the value of the enployee's contribution.

3. Formof Recognition: A full tinme enployee nmay be granted a
maxi mum of 40 hours of tine off fromduty as an incentive award
for any single contribution that neets the criteria (no nore than
80 hours during any one | eave year). The mninumTOA is 4 hours
and TOAs must be used in increnents of 4 hours or nore, except
when an enpl oyee has | ess than a 4 hour bal ance.

4. Nomination Procedures: Nom nations for TOAs nust be
submtted in witing and nust specify the justification for the
nom nation. See page 3-3 for information for tinmekeepers.

5. Selection Procedures: Selections will be nmade in
accordance with the del egation of authority in Chapter 1. After
the award is approved, a Notification of Personnel Action, SF-50,
must be processed. For each approved TOA, the personnel office
shoul d provide the tinekeeper with a formindicating the
enpl oyee' s nane, the nunber of TOA hours approved, and the
effective date. (A sanple formis provided on page 3-5.)

A remark nust be placed on the SF-50 which indicates the
justification for the award. Exanple remark: "Time Of Award
for initiating procedures for inproved quality of neals provided
to inmates. "

Page 3-4, contains a brief summary of this award programt hat
may be hel pful as a handout in notifying supervisors/enpl oyees
about the program
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TI ME OFF FROM DUTY AS AN | NCENTI VE AWARD
| NFORMATI ON FOR TI MEKEEPERS

When a Tine-Of Awmard (TOA) is approved, the personnel office
w Il provide the tinmekeeper with a formindicating the enpl oyee's
name, the nunber of TOA hours approved, and the effective date.
See sanple form (Chapter 3, page 3-5).

The tinekeeper nust manually maintain the tinme off resulting from
a Time-Of Award. To record tinme-off usage and nmaintain the
account accurately, Tinme-Of Awards and bal ances nust be

mai ntained in a separate account that is docunented in the
"Remar ks Section" of the Tine and Attendance Report.

Ti mekeepers wl|:
(1) Report TOA usage with Transaction Code 66 "Q her";

(2) WMake an entry in the "Remarks Section" show ng the nunber
of TQOA hours granted, the deadline date when the TOA nust be
used, and the reason for this entry. Since an enployee may have
nmore than one occurrence of a TOA the tinekeeper nmust ensure
accounts are separately maintained;

(3) Carry the total used entry to the "Leave Record" Secti on;

(4) Miintain a file of the approved TOA(s), along with the
original approved SF-71, Application for Leave, and any ot her
supporting docunentation; and

(5 Report the TOA hours used during the current |eave year to
t he personnel office when the enpl oyee separates from BOP.

The June 9, 1992, Departnment of Justice policies, guidance and
procedures nmenorandum pertaining to Time-Of Awards is nmaintained
in your personnel office.
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TI ME- OFF AWARDS ( TQAS)
(Summary of Pertinent Provisions)
This award program al |l ows agencies to grant tinme off from duty,
w thout | oss of pay or charge to | eave, as an incentive award.
TOAs shoul d be used principally to recogni ze contri butions that
are of a one-tinme, non-recurring nature (usually involving an

i nportant project or assignnent).

Al'l supervisors may nom nate enpl oyees for TOAs. The award nust

be approved in witing by a higher level official. Approval
authority:
Institution Enpl oyees -- Wardens

Regi onal O fice/ Conmunity Corrections Enpl oyees --
Regi onal Directors
Trai ning Center Enployees -- Training Center Directors
Central O fice Enployees -- Assistant Directors
SES Menbers -- Deputy Attorney General

The use of Time-Of Awards nust be planned and schedul ed to avoid
forfeiture.

A full tinme enployee may be granted a maxi mum of 40 hours of tine
off fromduty as an incentive award for any single contribution
that neets the criteria (no nore than 80 hours during any one

| eave year). The minimum TOA is 4 hours and TOAs nmust be used in
increnments of 4 hours or nore.

Enpl oyees shoul d make every attenpt to use the tinme off within
120 cal endar days after approval. TOA hours will be forfeited if
they are not used wthin one year. TOA hours will also be
forfeited if the enployee separates from DQJ w t hout using them

O her types of awards shoul d be used instead of TQAs for

enpl oyees in positions where the workload is so heavy or
demandi ng that requests for approved absences are frequently
deni ed or the absence of an enpl oyee coul d adversely affect
ef ficient operations.

TOAs will be docunented in the enployee's OPF and the tinekeeper
Wil nmonitor TOAtine as it is used. As with all |eave, an SF-71
must be submtted to request TCOA | eave usage.

The June 9, 1992, Departnent of Justice policies, guidance, and
procedures pertaining to Time-Of Awards are nmaintained in your
personnel office.
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Time-Of Awards
(Notification to Ti nekeepers)

No. of
Hour s
Award Effective Date G ant ed

Si gnat ure

Human Resour ce Manager

Dat e
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CHAPTER 4: SUPERI OR ACCOWPLI SHVENT AWARDS FOR ADCOPTED
SUGGESTI ONS

400. GENERAL | NFORVATI ON
1. Suggestions are based on two fundanmental concepts:
a. The individual closest to the job is in the best
position to recomend inprovenents (suggestions) for that

particul ar function, process, or operation, and

b. no one individual enployee, supervisor, or manager has
all the good ideas in any organization.

2. New ideas are frequently utilized w thout going through the
formalities of the suggestion program |n these circunstances,
supervi sors are responsible for ensuring that enpl oyees are
properly recogni zed t hrough the performance eval uati on and/ or
i ncentive awards prograns.

3. Suggestion awards are one type of superior acconplishnent
award described in Chapter 2.

401. PROGRAM DESCRI PTI ON AND PROCEDURES

1. Suggestion Criteria

a. To be considered as a suggestion, the idea nust be a
constructive proposal, submtted in witing by one or nore
enpl oyees, that directly contributes to econony, efficiency, or
directly increases the effectiveness of governnent operations.

b. Suggestions nust be submtted in witing to the
enpl oyee' s Hunman Resource Manager. Suggestions should not be
considered for an award if the suggestion would obviously not
produce benefits sufficient to offset processing costs, the
proposal sinply suggests nornmal mai ntenance, housekeepi ng,
wor ki ng conditions, or routine repair work, or is within the
normal |y expected duties of the position.

2. Suggestion Processing Procedures

a. Personnel Form BP-372(34) - Suggestion Blank: This form
is available and its use is encouraged, but it is optional.

b. Upon receipt in the Human Resource O fice, the
suggestion wll be forwarded to personnel having responsibility
for the subject matter and to other personnel who m ght be
affected by the inplenentation of the suggestion. They wll make
an evaluation as to the nature and degree of benefit to the
government, reconmend whet her adoption is warranted, and specify



the dollar ambunt of any recommended cash award. The suggesti on,
along with subject matter expert comments, will then be revi enwed
by the Incentive Awards Comm ttee.
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Since determning the subject matter expert(s) for sone
suggestions may not al ways be clear, the suggestion may
alternatively be presented to the Incentive Awards Conmttee to
determ ne the nost appropriate subject matter expert(s) for
eval uation and recommendati on.

Suggestions recommended for approval by the Incentive Awards
Comm ttee nust be forwarded pronptly to the approving authority
for final action.

c. Al suggestions will be controlled with the automated
| og system (EASY). Suggestions that are forwarded to the
Regional O fice and/or Central Ofice will retain the original
| ocal nunber; however, the Regional Ofice and/or Central Ofice
may assign their own |og nunbers for internal control purposes
only.

d. The Human Resource Manager is responsible for
periodically review ng suggestions to ensure that those adopted
have, in fact, been inplenented. The Human Resource Manager is
al so responsible for attenpting to ensure that no suggestion
whi ch has been rejected is subsequently inplenmented w thout
appropriate recognition of the enployee.

A suggestion shall be considered active and the suggester
eligible for an award for 24 nonths after the date of disapproval
if the idea is later inplenented.

e. Suggestions which are submtted at an institution may
have application on a Regional or Bureau-w de basis. This should
be determ ned by the institution subject matter experts, the
I ncentive Awards Conm ttee, and the Warden.

Suggestions forwarded frominstitutions nust be reviewed at
the regional office level prior to submission to the Centra
Ofice. Al suggestions that are forwarded for Regional |evel
consi deration nust include a summary of the eval uation and
recomendation of the |ocal subject matter experts, as well as
the recommendation of the |ocal Incentive Anards Commttee and
the Warden. ONLY SUGGESTI ONS THAT ARE RECOVVENDED FOR
| MPLEMENTATI ON BY THE WARDEN SHOULD BE REFERRED FOR REVI EW AT
H GHJER LEVELS. Simlarly, suggestions forwarded to Centra
O fice nust:

(1) i nclude the | ocal evaluations and recommendati ons
outlined above.

(2) be reviewed at the regional |evel and include the
fol | ow ng:

(a) a summary of the eval uations and recommendati ons
of the regional subject matter experts;



(b) recommendations of the Incentive Awards Committ ee;

(c) recomendations of the Regional Director.
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ONLY SUGGESTI ONS THAT ARE RECOVMENDED FOR
| MPLEMENTATI ON BY THE REG ONAL DI RECTOR SHOULD BE
REFERRED TO THE CENTRAL OFFI CE

f. Any referred suggestions should be acconpani ed by the
suggester's nane, job title, and social security nunber in order
t hat the suggestor may be notified pronptly of the action taken
by the conmttee and to process a check for suggestions that are
adopt ed.

g. The admnistrative tine to process a suggestion nust be
kept to a mnimum Processing tinme for suggestions should be no
nore than 30 days for cases which can be inplenmented within the
sanme organi zational segnent in which they originated; 60 days for
t hose which woul d require approval at the regional |evel; and no
nmore than 90 days for cases which nust be sent to the centra
of fice.

Suggestions and rel ated awards which require extensive
eval uation, are disputed, or nust be referred to nultiple subject
matter experts (or other agencies) may take | onger to process.

h. If an award is approved, the enployee who submtted the
suggestion wll be notified by the approving authority of the
type of award and the anount of the award, if nonetary.
CGenerally, the office approving the suggestion will process any
resul ti ng award.

| f a suggestion is not approved, its author should be so
notified, in witing, and given recognition for having
participated in the program Local procedures will determ ne who
will wite the letters inform ng staff of unapproved suggesti ons.
The | ocal Human Resource O fice will also be notified of the
di sposition of all suggestions referred to a higher |evel.

The i npl enmentati on of an approved suggestion (and the
granting of a suggestion award) shoul d not be del ayed at the
| ocal or regional |evels, pending approval at a higher |evel,
unl ess higher |evel approval is required for inplenmentation of
t he suggesti on.

Any previous suggestion award recognition received by the
enpl oyee shoul d be consi dered when the sanme suggestion is |later
i npl enented at the regional or nationw de basis.

i. |If a suggestion is adopted, a cash award nmay be granted
when either the mninmumtangi ble or intangible benefits are net.
Pl ease refer to the tangible and intangi ble benefits scales in
Chapter 2, pages 2-7 through 2-9 for assistance in determ ning an
appropriate anount for a cash award. The m ni num cash award is
$25. 00 for an adopted suggestion resulting in tangible benefits
of at least $250. |In order to qualify for the m ninum cash award



of $25, a suggestion having intangible benefits nust neet the
noderate value/limted application criteria outlined in the
| nt angi bl e Benefits scal e.
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I f a suggestion is adopted, and a cash award is not
approved, a "Thank You" letter for programparticipation wll be
i ssued to the enpl oyee.

j. Copies of suggestions (approved and di sapproved) are to
be maintained for two years in a file established for that
pur pose.
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CHAPTER 5: M SCELLANEQUS OTHER BUREAU- SANCTI ONED AWARDS
PROGRAMS

500. GENERAL | NFORVATI ON

1. There are a nunber of superior acconplishnent awards that
are given annually, or at various tines throughout the year.
They are significant awards and are included in this Manual.

2. These awards are different in that they may vary in their
funding fromthe |l ocal, regional, and/or national |evels.

3. The remaining sections within this Chapter describe each of
these awards. It should be noted that since the awards in this
Chapter are superior acconplishnent awards for special acts or
service, the regulatory requirenents described in Chapter 2 nust
be foll owed.

4. Institutions that have devel oped innovative |ocal incentive
award prograns, which they believe to have potential for
Bur eau-w de application, are encouraged to submt information
concerning these prograns to the Bureau I ncentive Awards
Coor di nat or .

5. Al award nom nations nust be submtted in witing and
approved by the official defined in Chapter 1. The approving
official must be at a higher level than the recomendi ng
of ficial.

6. Recomendations for any award shoul d be discussed with the
nom nee only after the award has been approved.

501. LOCAL AWARDS

1. Wthin the framework of the regulations for superior
acconpl i shnent awards (based on special acts or service) is
flexibility to establish criteria to neet specific needs. The
ultimate responsibility for designing a programto neet | ocal
needs rests at that level. The follow ng are several award
prograns that have been instituted at sone Bureau facilities and
have been very successful in bolstering the effectiveness of the
| ncentive Awards Program These are only suggestions and
inplenentation remains optional at the local level. The type of
recognition may be nonetary or non-nonetary.

a. Enployee of the Month; Quarter:; and/or Year: This award
program al l ows an opportunity to identify an individual each
mont h, quarter, and/or year for exceptional service. The type of
recognition may be nonetary or non-nonetary, and may incl ude
di splay of the enployee's picture in a prom nent |ocation. Forns
of non-nonetary recognition, may include a Letter of Commendati on




fromthe Warden; the use of a reserved parking space for the
recipient of this award; or other such privileges.
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b. Supervisor of the Quarter and/or Year: The Bureau of
Prisons continues to stress devel opnent of a first-rate group of
supervi sory enpl oyees. This award encourages the reinforcenent
of positive supervisory behavior. Recognition simlar to that of
t he Enpl oyee of the Month (i.e., photo and cash award) is
recomended.

c. Rookie of the Month and/or Year: Since the growh in
t he nunber of new enpl oyees continues at a rapid pace, the
recogni tion of new enpl oyees who are doi ng an exceptional job can
be a great noral e booster and hel pful to retention.

d. Correctional Oficer of the Year: Correctional Services
is ordinarily the |l argest departnment in the institutional
setting. This award allows the recognition of this inportant
group, and is usually presented in conjunction with the Annual
Correctional Wrkers' Wek Program |In addition, a Correctional
Worker (who is not a Correctional Oficer) could be recognized.

e. Extra Effort - Extra Mle - Extra Step Award: This
award can be used to recogni ze enpl oyee contributions that are
generally short-termand are of a non-recurring nature.

f. Honor Graduate - FLETC - Introduction to Correctional
Techni ques: Although recognition is given during the graduation
cerenoni es at FLETC, many institutions provide additional
recognition to these individuals when they return to their
respective institutions. Sonme form of nonetary or non-nonetary
recognition is recoomended. |If a cash award is granted, it is
recomended that the anobunt not exceed 1% of the enpl oyee's base
pay rate.

These award prograns (outlined above) are not expected to be
all inclusive of possible prograns. They are nerely ideas which
m ght be incorporated into the |ocal supplenent.

502. BUREAU OF PRI SONS RECRU TMENT AWARD PROGRAM

1. Introduction: The purpose of the Recruitnment Award Program
is to reward enpl oyees who contribute to the Bureau of Prisons by
recruiting new enpl oyees.

2. Evaluation Criteria: Executive Staff nenbers, Wrdens,
Associ ate WAardens, Human Resources Managenent Staff,
Superintendents of Industries, and any staff nenbers involved in
organi zed recruitnent activities are excluded fromthis award
program All other enployees wll be eligible.

3. Formof Recognition: The enployee (recruiter) who recruits
a new enpl oyee to the Bureau of Prisons (BOP) can receive up to a
$250 cash award after the new enpl oyee successfully conpl etes




hi s/ her one year of service with the BOP.
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4. Nom nation Procedures: Inplenentation of this programwl]l
be optional at the discretion of the Warden, Regional Director,
Training Center Director, or the Assistant Director, Human
Resource Managenent Division (for Central Ofice enployees) to
notivate recruitnment efforts, where needed. Bureau facilities
i npl ementing this program are responsible for the preparation of
| ocal policy within the guidelines of this policy statenent.
Human Resource offices wll be responsible for adm nistering and
tracking this program It is recommended that a new form be
added to each new enpl oyee orientation packet identifying new
enpl oyees as having been recruited and their respective
recruiter. A copy of a suggested formis on page 5-4.

5. Selection Procedures: This award is a special use of the
authority for Superior Acconplishnment Awards (refer to
requi renents in Chapter 2). The human resource manager or ot her
manager nust nom nate the enployee in witing for this award and
t he awards approving official nust provide signatory
authorization. (Also refer to the delegation of authority in
Chapter 1.)

NOTE: Each SF-50 should contain a remark indicating the award
recogni zes recruitnent efforts.
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SUGGESTED SELF- | DENTI FI CATI ON FORM
In order for us to evaluate our recruitnent efforts and to
recogni ze enpl oyee referrals, we ask that you to take a nonent to
tell us how you heard about the position with the Bureau of
Prisons. Please check the appropriate response bel ow

Newspaper Ad

Name of Newspaper:

OPM Announcenent

Recruitnent teamfromthe Bureau of Prisons

VWhere Contacted

Appr oxi mat e Dat e:

Referral from BOP Enpl oyee

Nane of Enpl oyee:

Appr oxi mat e Dat e:

O her

Expl ai n:

Your Nane:

Your Position Title:

Dat e:
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503. SUPERI OR ACCOWVPLI SHVENT AWARD FOR FOREI GN LANGUACGE SKI LLS

1. Introduction: The Bureau of Prisons has initiated an
I ncentive Awards Programto reward staff who significantly
contribute to the orderly running of the agency through their use
of foreign | anguage skills.

2. Evaluation Criteria: Staff nenbers who nmake substanti al
use of one of nore | anguages, other than English, in the
performance of official duties should be nom nated for this
award. The appropriate nmeasure for granting this award should be
the degree of effectiveness and | evel of inpact the individual's
contribution has had on the Bureau. The award shoul d not be
granted sol ely because an individual possesses a foreign | anguage
skill. Listed below are exanples of factors that should be used
in nmeasuring the value of the individual's contribution to the
Bureau's m ssi on:

a. the anmount and frequency of tine an enpl oyee spends
utilizing the foreign | anguage skill;

b. the effectiveness of the enployee when utilizing the
forei gn | anguage;

c. howthe tine spent using the foreign | anguage skill to
interpret at hearings or translate docunents inpacts the
enpl oyee's ability to carry out regularly assigned duties (ex., a
casewor ker having to |l eave his job for four hours to interpret as
opposed to a correctional officer having to | eave a tower
assi gnnent for the sane period);

d. the extent to which the enpl oyee presents a professional
deneanor, i.e., howthe utilization of the foreign | anguage
allows for effective i nmate nmanagenent and the sinultaneous
enhanced staff-inmate rel ationshi ps.

3. Formof Recognition: Recipients of this award may receive
a lunp sum cash award of up to five percent (5% of basic pay
each year (any given 12-nonth period). The award may al so be
non- nonet ary.

4. Nom nation Procedures: Nomnations for this award may be
accepted at all times or only when designated by the particul ar
BOP facility. The imedi ate supervisor is responsible for
subm tting the nomnation via nenorandumto the Human Resource
Manager. Please refer to Section 203, Superior Acconplishnent
Awar ds.

5. Selection Procedures: The approval authority for these
awards is outlined in Chapter 1. (Wardens and Trai ning Center
Directors may approve up to $1,000; Regional/ Assistant Directors
may approve up to $2,000; and the Director may approve up to



$5, 000.)
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NOTE: This award shoul d be keyed as a Special Act. Each SF-50
should contain a remark that indicates the award recogni zes
foreign | anguage skills. This remark will be particularly

i nportant when enpl oyees transfer.

504. EXPEDI TED | NCENTI VE AWARDS

1. Introduction: The purpose of this award is to provide
pronpt honorary recognition to enpl oyees. Cash awards are not
permtted under this program

2. Evaluation Criteria: Al enployees nmay be recogni zed for
subm tting enpl oyee suggestions, assisting co-workers, or for any
ot her action that benefits the governnment and is worthy of
recognition. As with other honorary or special act/service
awards, this program should not be used as a substitute for cash
performance awards or Quality Step |ncreases.

3. Formof Recognition: Forns of recognition include: Letters
of Commendation, certificates, or purchased itens. The itens
purchased to give to award recipients nust:

a. be of nominal value ($25 or |ess)*;

b. contain the BOP, DQJ, and/or Institution nane or enblem
and

c. be something that can be worn or displayed.

*Requests for purchase of itens costing nore than $25 each
must be approved by the Regional /Assistant Director.

NOTE: Regional/Assistant Directors may establish a "bl anket"
cost limtation for the purchase of plaques exceeding the $25
[imt indicated above.

Exanpl es of appropriate types of itens include tee-shirts,
pens, coffee nugs, paper weights, baseball-type caps, etc.
Exanpl es of inappropriate types of itens include television sets,
fishing rods/reels, coffee nmakers, radios, dinner certificates,
trips, gift certificates, and sporting event tickets.

Conf erences and Trai ning Sessions: Purchased itens may be used
to recogni ze the achi evenents of sone individuals (a snal
nunber) at conferences and training sessions if they neet the
eval uation criteria above. Itens that are nade avail able for
every participant are not in the nature of an incentive award.
These types of purchased itens (for every enployee) should only
be made avail abl e at the personal expense of the participants.

NOTE: The human resource manager mnmust sign all purchase requests
certifying that itens purchased will be distributed in accordance
with incentive award regul ati ons (see Chapter 1).
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4. Nom nation and Sel ections Procedures: |nplenentation of
this type of incentive award programis optional, at the
di scretion of each office (institution/regional office/Centra
O fice). The human resource managenent office will be
responsi bl e for adm nistering and tracking this programand for
ensuring that the | ocal procedures are covered in an institution

suppl enment. |ssuance of purchased itens requires witten
justification, and approval nust be obtained in witing froma
managenent | evel higher than the nomnating official. The

regul atory/legal requirements for this programare the sanme as
for all Superior Acconplishment Awards, Special Act or Service
Awar ds (see Chapter 2).

505. HONORARY SERVI CE MEDALS

1. Introduction: The purpose of these awards is to provide
honorary recognition to BOP staff (civil service and Public
Health Service [PHS]) for significantly contributing to the
m ssi on of the Bureau of Prisons.

2. Nom nation Procedures: Nom nations for these awards may be
accepted at any time. The imredi ate supervisor is responsible
for submtting the nom nation via nmenorandumto the Warden. The
Warden will forward any nom nations through the appropriate
Regi onal Director, who wll forward themto the Assistant
Director, Health Services Division, Central Ofice.

3. Selection Procedures: Nom nations for the highest award,
the BOP Di stinguished Service Medal (BOP DSM, will be reviewed
by the Executive Staff and approved only by the Director of the
Bureau of Prisons. The Assistant Director, Health Services
Division, wll be the approving official for the other two
awards, the BOP Meritorious Service Medal (BOP MSM and the BOP
Commendat i on Medal (BOP QM.

a. BOP Distinguished Service Medal (BOP DSM

Evaluation Criteria: The BOP DSM shall be presented to an
i ndi vidual (civil service or Public Health Service) who has
realized the highest |evel of achievenent. To be a recipient of
the BOP DSM an individual nust have a genui ne sense of public
servi ce and have nmade outstanding contributions to the m ssion of
the Bureau. The contributions may range from an out st andi ng
acconplishnent in a significant aspect of the BOP, to an
initiative resulting in a major national inpact on the health
care in the BOP, to a one-tine heroic act resulting in a great
saving of life, health, or property. The BOP DSMis the highest
non-cash award given to a BOP enpl oyee for contributions in
heal th care.
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Form of Recognition: The BOP DSM consists of a gol d-
fini shed BOP nedal suspended froma blue ribbon divided by a 1/4"
red center stripe, a 1/8" red stripe, and a 1/16" white stripe
separating the mdpoint fromthe end of the ribbon ending with a
blue stripe on each end. The civilian set includes a |apel pin
appropriate for wear on civilian attire.

b. BOP Meritorious Service Medal (BOP MSM

Evaluation Criteria: The BOP MSM shall be presented to an
i ndi vidual (civil service or Public Health Service) who has
denonstrated neritorious service on the basis of a highly
significant achievenent in research or admnistration, a
continuing period of neritorious service throughout an
i ndividual's career, high quality, initiative in | eadership, or
exhi bition of great courage in hazardous work or in an energency.
The BOP MSMis the second highest non-cash award given to a BOP
enpl oyee for contributions in care and cust ody.

Form of Recognition: The BOP MSM consists of a silver-
fini shed BOP nedal suspended froma blue ribbon divided by a 1/4"
white center stripe, a 1/8" red stripe, and a 1/16" white stripe
separating the mdpoint fromthe end of the ribbon ending with a
blue stripe on each end. The civilian set includes a |apel pin
appropriate for wear on civilian attire.

c. BOP Commendation Medal (BOP CM

Evaluation Criteria: The BOP CMshall be presented to an
i ndi vidual (civil service or Public Health Service) who has
denonstrated a high |l evel of proficiency and dedication
distinctly greater than that expected of the average enpl oyee.
The BOP CM acknow edges sustained high quality of work, creative
or uni que approaches, or resolutions to issues, and noteworthy
techni cal and professional contributions that are significant to
alimted area.

Form of Recognition: The BOP CM consists of a bronze-
fini shed BOP nedal suspended froma blue ribbon divided by a 1/4"
white center stripe, a 1/8" white stripe, and a 1/16" white
stripe separating the mdpoint fromthe end of the ribbon ending
with a blue stripe on each end. The civilian set includes a
| apel pin appropriate for wear on civilian attire.

NOTE: Mbnetary recognition (for non-PHS staff) may be
considered in addition to this award.



P.S. 3451.03
CN- 03, Decenber 5, 1996
Chapter 5, Page 9

506. PUBLI C SERVI CE AWARD

1. Introduction: The purpose of this award is to pronptly
recogni ze private citizens and organi zati ons whose out st andi ng
acts have made significant contributions in inproving
communi cations, affairs, and activities of the Bureau of Prisons
functions, services, or operations in acconplishing the Bureau's
m ssi on.

2. Evaluation Criteria: The Public Service Award may be
conferred on any citizen of the United States of Anerica or to an
organi zation located within fifty states who, by their actions,
have made significant contributions to the acconplishnent of the
Federal Bureau of Prisons' mssion within the community. The
criteria for persons receiving this award are:

a. Service - having acted in an advisory capacity for a
Bureau of Prisons' project, program or function.

b. Participation - taking part in any Bureau of Prisons
sponsored program

C. Assistance - assisting the Bureau of Prisons through the
cooperative use of facilities, equipnent, or manpower.

d. Courageous Act - having been involved in an act of
courage in support of a Bureau of Prisons' activity or m ssion.

3. Formof Recognition: There are two forns of recognition
avai l abl e for Public Service Award recipients:

a. Public Service Award Certificates, signed by the
Director, Assistant Director, Regional Director or Warden as
appropriate, are usually given to individuals.

b. UN COR-produced plaques with appropriate inscription are
avai l abl e for | arge organi zati ons.

For exanple, a local fire departnent receives a plaque and
i ndividual firemen would receive certificates. Plagues may al so
be presented to individuals for extraordinary service. (Cash
awards are not authorized for non-enpl oyees.)

4. Nom nation Procedures: In npost circunstances, Wardens nay
aut hori ze | ocal | y-produced certificates signed by the Chief
Executive Oficer. In particularly nmeritorious circunstances,
the Warden may, with the Regional Director's concurrence, request
certificates or plaques bearing the Director's signature. These
requests are to be sent to the Central Ofice Incentive Awards
Coordi nator. The nom nation should include the full nane of the
i ndi vi dual (s) or organization, dates of the achi evenent or
contribution, nane and address of the enployer, and a one-page




justification for the award.
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5. Selection Procedures: The individual whose signature
appears on the certificate/plague, nust approve the award. This
award is a special use of the authority for non-nonetary Superior
Acconpl i shment Awards. Please refer to these requirenents in
Chapter 2. (A mninmum of 30 days should be allowed for plaque
requests fromthe Central Ofice.)

507. CORRECTI ONAL WORKERS WEEK OBSERVANCE

1. In recognition of the contributions of Correctional
Oficers and all other Correctional Wrkers, the Bureau of
Prisons will observe Correctional Wrkers' Wek during the first
full week in May of each year.

2. During this week, each Bureau facility is encouraged to
plan activities that will serve to reinforce the Bureau's
appreciation of its fine staff. These activities may include the
sel ection and announcenent of a Correctional Oficer and/or
Correctional Wrker of the Year. These activities may al so
i ncl ude the invol venent of enpl oyee clubs in organizing after
wor k soci al events, such as picnics.

508. GAINSHARI NG  TRAVEL SAVI NGS AWARD PROGRAM
1. Introduction: The purpose of this award is to reward

enpl oyees who achi eve or assist in achieving travel savings for
t he Bureau.

Thi s program awards the frequent travel er or other enpl oyees
who assist the travelers to establish frequent flyer accounts,
earn frequent flyer credits for official travel, and use these
credits to obtain free coach class tickets for future official
travel. (Note: If admnistrative support staff assist in
managi ng enpl oyee frequent flyer redenptions, they al so share the
award as explained in Section 508, Paragraph 4.)

2. Background: The airlines offer frequent flyer prograns
t hrough agreenents between the travelers and the airlines,
excluding the governnment itself fromparticipation. Governnent
enpl oyees are encouraged to participate in frequent flyer
progranms. However, participation in these prograns is entirely
voluntary. |If enployees choose to enter frequent flyer prograns,
they may be reinbursed for the cost to enter when entering the
programis expected to result in a savings to the Governnent.
This is further explained in the Federal Travel Regul ation, 41
CFR 301-1.

3. Selection of Airlines for Oficial Travel: Enployees are
advi sed that use of the governnment air fare contracts, which
award specific routes to specific airlines, is mandatory. This
travel awards program does not alter that requirenment. Sel ection
of airlines and/or routes nust not be made for the purpose of




potentially enhancing or receiving an award, and no devi ation
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fromthe mandatory air contracts is permtted to accunmul ate
frequent travel er benefits. Further, enployees may not use
personal mles or credits for the benefit of the governnent in
conjunction with this awards program

Al | owabl e exceptions to the use of the mandatory air contracts
are explained in the Federal Travel Regulation, 41 CFR 301-15. 27.
Enpl oyees on official travel may use non-contract carriers or
di scount fares only when

a. seating space is unavailable on the contract carrier;

b. contract flights are not available in time to acconplish
t he purpose of the travel;

c. available contract flight tines require significant
travel outside the normal work hours;

d. lower cost unrestricted coach fares offered to the
general public are avail abl e;

e. |lower cost restricted or "discount" fares are offered to
the general public and are suitable for the official travel,
taking into account potentially applicable penalties.

Enpl oyees are cautioned that discount and/or pronotional fares
carry strict penalties which nust be paid if reservations are
cancel ed or changed. It is good practice to limt use of such
fares strictly to those situations when the enpl oyee and
authorizing official can determne wth significant certainty
that the trip will not be reschedul ed or cancel ed and no
deviations to the itinerary will occur. Al use of non-contract
air fares nust be specifically authorized.

4. Formof Recognition: Enployees who obtain or assist in
obtaining free coach or equival ent class tickets through frequent
flyer prograns and use the free tickets for official travel may
recei ve awards. The award anmount shall be 50% of the Governnent
contract fare or, when no contract fare is offered, 50% of the
| owest avail able unrestricted coach or equivalent class fare
whi ch woul d have been used for the travel. Wen travelers earn
awards with the predom nant assistance of a specific support
staff individual who assists with ticketing and m | eage
redenptions, that person will receive a mnimmof 25% of the
awar d.

Awards are made on a per ticket basis and are split anong the
travel er and support staff. The maxi mum per ticket award may not
exceed 50% of the fare which the governnent woul d have borne.

The maxi mum annual award anount per awardee is $2,000 for trave
performed within a given fiscal year. Savings shall be
determ ned by the appropriate fare in effect when travel was



per f or med.
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5. Nom nations and Subm ssion Procedures: The traveler nust
conpl ete the Travel Savings Award Program form on Page 13 of this
Chapter and submt it with the travel voucher to the trave
approving official. The traveler’s and support staff’s nanes
must be listed in nunber 5 on the travel savings award program
form The travel approving official nust review the award form
to ensure the appropriate support staff nmenber is |listed as an
awardee along with the traveler. The travel authorizing official
must then sign the voucher and award formand forward themto the
busi ness office. The business office shall process the travel
voucher for paynent, verify the award val ue, sign the award form
and forward the award formto the human resource office for
processi ng and paynent. The Human Resource Manager shall ensure
annual awards do not exceed $2,000 per individual each fiscal
year.

6. Selection Procedures: To avoid possible violations of
financial conflict of interest |laws, the awards are not an
automati c enpl oyee entitlenent. The granting of the award, and
the decision as to the award being shared, is discretionary by
the travel approving official upon consideration of all factors
deened rel evant.

The SF-50 should reflect Notice of Action Code 874 -
Gai nshari ng Awar d.

7. Travel Authorization: Travel authorizing officials and
enpl oyees are cautioned that they nust not nake reconmendati ons
or decisions with respect to their official travel for the sole
pur pose of enhancing the potential for an award. Travel
authorizing officials and travel ers shall ensure that unnecessary
official travel is not authorized or perforned for the purpose of
earning frequent flyer points and/or travel savings awards. *
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TRAVEL SAVI NGS AWARD PROGRAM

1. Traveler's Nane: SSN:

2. Travel Authorization Nunber:

3. CGovernment Contract or Available Fare: $

4. Award Anpbunt (NTE 50% of #3): $

5. Awardees: Nane SSN Amount
a. Traveler $
b. Support Staff $
c. Support Staff $

TOTAL AMOUNT ( NTE #4) $

6. Travel Approving Oficial:

7. Certifying Oficer:

8. Personnel O fi cer:

TO BE COVPLETED BY THE HUMAN RESOURCE OFFI CE

1. Awar dee:

Prior Awards this Fiscal Year: $

Thi s Award: $
Total (NTE $2, 000) $
2. Awar dee:

Prior Awards this Fiscal Year: $

Thi s Award: $
Total (NTE $2, 000) $
3. Awar dee:

Prior Awards this Fiscal Year: $

Thi s Award: $

Total (NTE $2, 000) $

| f additional awardees are listed in nunber 5., conpute the year-



to-date award anpbunt on the reverse side of form
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509. FACTORY GAI NSHARI NG AWARD

1. Introduction. The Industries, Education and Vocati onal
Training (I E&VT) Division has established a factory gai nsharing
award plan which rewards the performance of individual factories.
Specific performance objectives for all factories will be
established annually (on a fiscal year basis).

2. Evaluation Criteria. A factory nust neet criteria as
established by the Program Statenent pertaining to Factory
I ncentive Program FPI

3. UNICOR National Gainsharing Award Comm ttee. The Assi stant
Director, |E&VT, shall appoint a Conmttee consisting of
representatives from Program Managenent, Engi neering, Sales,

Fi nanci al Managenent, WMaterial Managenent, a Union representative
(sel ected by the President of the Council of Prison Locals), and
a representative fromthe Human Resource Managenent Divi sion

This Committee shall review the performance of all factories and
make award recommendati ons to Corporate Managenent based upon
established criteria.

Upon conpl eting the review process, the Conmttee shall submt
its recommendations to Corporate Managenent, who then gives final
approval and notifies the union and the appropriate field
| ocations of the award amounts for each factory.

4. Factory Award Di stribution

a. After Corporate Managenent notifies the factory |ocation
of the award, a Local Incentive Award Distribution Conmttee
shal|l develop a plan to distribute the award. The Conm ttee
shall include the follow ng staff nenbers: Associate Warden
(1 &) / Superi ntendent of Industries, Factory Manager, Business
Manager, Uni on Representative (as designated by the |ocal union
presi dent), and Human Resour ce Manager

b. Cash awards shall be distributed equally anong all FP
staff in that operation (including support staff). Award anmounts
for support staff at nultiple factory | ocations shall be based
upon the factory's annual overhead distribution rate.

c. Cash incentives shall not exceed $2,000 per enpl oyee.
Cash incentives shall not be distributed based upon grade |evel,
position, or seniority.

d. Staff nenbers outside FPI who have clearly and
significantly contributed to the success of the factory (i.e.,
Rear Gate O ficer), depending upon the Commttee recommendati on,
may share in the award distribution under this plan. The
Commttee may instead recomrend via nenorandumthat this
i ndi vi dual be recogni zed through the nornmal award process as



outlined in current Bureau policy.
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e. Award nonies shall be prorated for staff who have
transferred in and out, retired, or resigned (not related to
m sconduct or poor job performance) during the year.

f. Wen the Local Distribution Commttee conpletes the
award distribution plan, it shall be submtted to the Warden and
Regi onal Director for approval, and then forwarded to the
Assistant Director, |E&VT, for final review and approval.

5. Funding. FPI Central Ofice shall bear all costs
associated wth the Gainsharing Award Pl an.

6. Processing of Awards. Staff cash awards shall be processed
through the civilian payroll system Once the final approval is
made by the Assistant Director (lIE&VT), the approved list wll be
forwarded to the respective | ocal human resource office for
processing. The effective date will be the beginning of the next
pay period after the approval.

Note: The SF-50 should reflect Notice of Action Code 874 -
Gai nsharing Award. This award wll not be awarded points for
consi deration on pronotion boards. *
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CHAPTER 6: BUREAU- W DE AWARDS

600. | NTRODUCTI ON

1. Selections are made for Bureau-w de awards once each year.
The purpose of this awards programis to give national
recognition to selected enpl oyees who have denonstrated superi or
acconpl i shnents during the course of the year. These awards are
divided into el even categories (A - K) and each BOP facility is
encouraged to submt nom nees who are worthy of this special
recognition. (See nom nation and sel ection procedures at the end
of this Chapter.)

2. Public Health Service enployees are eligible to receive
t hese awards; however, they are not eligible to receive the cash
t hat acconpani es the award.

601. BUREAU- W DE  AWARDS
A. DI RECTOR S AWARDS
A-1 Sanford Bates Award

-Evaluation Criteria: This award recogni zes a non-supervi sory
enpl oyee for exceptionally outstanding service, or for incidents
i nvol vi ng extraordi nary courage, or voluntary risk of life in
performng an act resulting in direct benefit to the Bureau or
CGovernnental operations. Formof Recognition: Up to a $5, 000
cash award and a pl aque.

A-2 Janes V. Bennett Award

-Evaluation Criteria: This award recogni zes a supervisory or
managenent enpl oyee for exceptionally outstanding service, or for
i ncidents invol ving extraordi nary courage, or voluntary risk of
life in performng an act resulting in direct benefit to the
Bureau or Governnental operations. Formof Recognition: Up to a
$5, 000 cash award and a pl aque.

A-3 Mrl E. Al exander Award

-Evaluation Criteria: This award recogni zes any enpl oyee who,

t hrough his/her own initiative, has been instrumental in the
devel opment of new techniques in correctional prograns or who has
succeeded exceptionally well in the inplenentation of new and

i nnovative procedures. Form of Recognition: Up to a $5,000 cash
award and a pl aque.

A-4 Norman A Carl son Award

-Evaluation Criteria: This award recogni zes an enpl oyee who has
shown excell ence in | eadership and who has denonstrated the



hi ghest personal and professional standards. Form of
Recognition: Up to a $5,000 cash award and a pl aque.
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-Evaluation Criteria: This award recogni zes any enpl oyee who has
el evated the Bureau as an organi zation by taking active steps
toward enhancing the quality of enployee work life, supporting
agency core values, or pronoting the concept of "Bureau famly".
Form of Recognition: Up to a $5,000 cash award and a pl aque.

A-6 Equal Enpl oynent Opportunity Award (EEO

-Evaluation Criteria: The EEO Award nay be granted to nanagers
and supervi sors who denonstrate outstanding application of the
program to EEO Program O ficials who denonstrate particul ar
effectiveness in carrying out the various phases of the program
or to any enpl oyee whose work is not specifically related to EEQ
but through superior acconplishnents in training, recruitnment, or
ot her activity, advances equal opportunity in the BOP or the
Federal Governnent. Form of Recognition: Up to a $5,000 cash
award and a pl aque.

A-7 Special Recognition Award

-Evaluation Criteria: This award recogni zes any contribution
that has a significant inpact on any program or operational area
wi thin the Bureau. The inpact on the Bureau nmay be at the |ocal,
regional, or national level. The Director will review each

nom nati on on a case-by-case basis and nake the determ nation on
whet her an award will be granted. Form of Recognition: Up to a
$2, 500 cash award and a pl aque.

A-8 Staff Devel opment Award for Wardens

-Evaluation Criteria: This award recogni zes Wardens who have
contributed to the inprovenent of the Bureau through creating or
i npl enenti ng devel opnental strategies for their subordi nates.
The i npact on the Bureau nmay be at the local, regional, or
national level. Formof Recognition: Up to a $1,500 cash award
and a pl aque.

A-9 Wardens Award for UN COR Custoner Service

-Evaluation Criteria: This award recogni zes a Warden who has
actively involved hinself/herself in the enhancenent of UN COR
operations within the Federal Bureau of Prisons. Candi dates nust
have nmade deliberate attenpts to conmuni cate with custoners by
ensuring feedback and direct comuni cation on product quality;
and enphasi zi ng conpetitive pricing, delivery tinme, problem
solving, additional services, re-orders and all around care and
concern for the custoner's satisfaction. Form of Recognition:

Up to a $1,500 cash award and a pl aque.

A-10 Associ ate Warden Equal Opportunity Affirmative Action
Awar d

-Evaluation Criteria: This award recogni zes the Associ ate Warden




or Satellite Canp Adm ni strator for outstanding contributions and
consi stent support to the advancenent of Equal Enpl oynent
Qopportunity and Affirmative Action in the BOP. For m of
Recognition: Up to a $1,500 cash award and a pl aque.
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B. REG ONAL DI RECTOR S AWARDS

B-1 Regional Director's Award

-Evaluation Criteria: This award recogni zes enpl oyees at al
grade | evel s who have nade specific contributions to the
effectiveness and efficiency of the operations of the
institution, region, and/or Bureau through: innovative ideas,

vi gorous and industrious efforts, providing an exenplary role
nodel to other enpl oyees, or other related contributions.

Enpl oyees w Il also be eligible for this award based on the
performance of a special act that required extraordi nary courage
whi ch endangered the enployee's health or life in order to
prevent serious injury or death to an inmate or staff nenber.
Form of Recognition: Up to a $3,000 cash award and a pl ague (one
staff nmenber from each region).

B-2 Regional Associate Warden of the Year

-Evaluation Criteria: This award recogni zes an Associ ate Warden
or Satellite Canp Adm nistrator in each region who has hel d that
or an equivalent position for at |east the past year. Candi dates
for this honor will be evaluated on their overall contribution to
correctional adm nistration, their institution, and the BOP
during the past year. Formof Recognition: Up to a $2,000 cash
award and a plaque for each recipient.

C. ADM NI STRATI ON DI VI SI ON AWARDS

C-1 Assistant Director's Award for the Adm nistration
Di vi si on

-Evaluation Criteria: This award recogni zes on-the-job
excel |l ence anong m d-1 evel managers and supervi sors who exhibit
exenpl ary managerial and supervisory performance; who have nade
significant contributions within their scope of program
responsi bilities; and who are accountable for a respective
program area. Chief Executive Oficers, Associate Wardens,
Satellite Canp Adm nistrators, Executive Assistants, and
Superintendents of Industries (UNICOR) who have broad executive
managenent responsibility rather than specific program
responsibility are not eligible for this award. Form of
Recognition: Up to a $3,000 cash award and a pl aque.

C-2 National Controller of the Year Award

-Evaluation Criteria: Controllers at each facility are eligible

to receive this award. This award will recognize the Controller

who has provided | eadership and notivated hi s/ her enpl oyees to be
responsi ve to:

-- the Warden and Executive Staff by providing sound and
tinmely advice and information regarding institution budget,



advanced procurenent planning, salary projections, proper
contracting procedures, property managenent, annual inventories,
i ncentive awards, and enpl oyee and i nmate organi zati ons;
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-- other Cost Center Managers by providing sound and tinely
advi ce regardi ng cost center budgets, proper contracting
procedures, and settlenent of travel (TDY and PCS); work as a
menber of the institution team handl e major equi pnent; and
handl e the Pl anni ng and Budget comm ttee;

-- the local comunity by paying all bills in a tinely
manner; working with the | ocal business conmmunity to explain
"Busi ness opportunities wth the | ocal governnent"; supporting
and devel oping |l ocal resources to help neet BOP Small and
Di sadvant aged Busi ness goals; and participating in |ocal
community organi zations (such as the Chanber of Comrerce);

-- Business Ofice enployees by providing training;
supporting a | earning environnent; supporting BOP soci oeconom c
goal s; recruiting enployees; and fostering comunication skills.
Form of Recognition: Up to a $2,000 cash award and a pl aque.

C-3 Trust Fund Supervisor of the Year Award

-Evaluation Criteria: The Trust Fund Supervisor of the Year
Award is designed to recogni ze and reward the Trust Fund
Supervi sor who has denonstrated exenplary and innovative
managenent skills in the areas of Trust Fund, \Warehouse, and
Laundry/ d ot hing operations. This award recogni zes the Trust
Fund Supervi sor who has shown superior work in the areas of:
assuring Trust Fund sales are conducted in a tinely manner with a
m ni mal amount of discord, ensuring the continued operations of
the Inmate Tel ephone System nmintaining a Trust Fund inventory
that allows inmates a varied selection of quality nerchandi se,
assuring that all institutional goods are received at the

war ehouse through the utilization of safe material handling
techniques and that tinely foll owups are made to vendors having
out standi ng orders, assuring an anple supply of clean,
serviceable clothing is nmade available to inmates on a daily
basi s, made innovations that have inproved the operation of the
Trust Fund, Warehouse, and Laundry/C ot hing | ssue areas, has
provi ded cooperation and assistance with other staff nmenbers and
vendors, and has provided excell ent supervision of Warehouse

Wor ker Leaders and Laundry/d ot hi ng personnel. Form of

Recogni ti on: Up to a $1,500 cash award and a pl aque.

C-4 National CGeneral Forenman/Chief of Utilities of the Year

-Evaluation Criteria: This award is designed to recognize a
CGeneral Foreman or Chief of Uilities who has nmade significant
contributions which enhance the overall effective operation of
the Facilities Departnent. In evaluating nom nees, enphasis wll
be pl aced on individuals who have devel oped an overal|l exenplary
| evel of performance within their departnent. Nom nees nust have
denonstrated outstanding abilities relating to their areas of
responsibility in the B&F program i.e., life safety,
prevent ati ve mai ntenance, staff devel opnent, energy conservation,




and adm nistrative duties. During the past year, the
acconpl i shnents nust have been verified through either an
Operational or Program Review. Formof Recognition: Up to a
$1, 500 cash award and a pl aque.
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C-5 National B&F Project Manager of the Year

-Evaluation Criteria: This award is designed to annually
recogni ze a Facility Manager or Project Manager who has made
significant contributions which enhance the B&F construction
programat their institution. In evaluating nom nees, enphasis
w Il be placed on individuals who have devel oped an exenpl ary B&F
construction programthat neets schedul ed deadlines and
accommodat es institution operational requirenents. Al project
files must be naintained in accordance with Program Stat ement
4200. 7, Chapter 3, Facilities Operations Manual. In addition,

t he B&F budget process nust be adm ni stered and docunented as
required by the Facilities Operations Manual. During the past
year, the nom nee's acconplishments nust have been verified

t hrough either an Operational or Program Review. Form of
Recognition: Up to a $1,500 cash award and a pl aque.

C-6 National Facility Manager of the Year

-Evaluation Criteria: This award is designed to annually
recogni ze a Facility Manager who has nade significant
contributions which enhance the overall effective operation of
the Facilities Departnent. In evaluating nom nees, enphasis wll
be pl aced on individuals who have devel oped an overall exenplary
operation in their departnent. The Facility Manager nust have
denonstrated outstanding abilities in managing the B&F, life
safety, preventive maintenance, energy conservation, and staff
devel opnent prograns, as well as carrying out other

adm nistrative duties. The Total M ntenance System ( TVS)

dat abase must be fully | oaded as required by Program Statenent
4200. 7, Facilities Operations Manual, and a bal anced work
schedul e sustai ned between preventative nai nt enance and ot her
work requirenents. The B&F project files and B&F budget process
nmust be adm ni stered and docunented in accordance with the
Facilities Operations Manual. The Facility Manager nust have a
current energy conservation programinplenented at the
institution. Oher admnistrative duties and required reports
nmust have been conpleted in an accurate and tinely manner.
During the past year, the nom nee's acconplishnments nust have
been verified through either an Operational or Program Revi ew
Form of Recognition: Up to a $1,500 cash award and a pl aque.

C- 7 Warehouse Enpl oyee of the Year Award

-Evaluation Criteria: This award recogni zes the Warehouse

Enpl oyee who has denonstrated exenplary and innovative skills in
War ehouse operations. The Warehouse Wrker nmust have shown
superior work in the area of receiving and storing institutional
goods; acconplishing receiving and distribution activities in a
timely manner; conducting Trust Fund sal es speedily and
accurately wth a m ni nrum anount of discord anong the innmates;
provi ded suggestions or innovations that inproved the operation
of the Warehouse and Trust Fund sal es operation; denonstrated




cooperation between other staff nenbers and supervised inmates in
a consistent and responsive manner. Form of Recognition: Up to
a $1,500 cash award and a pl aque.




P.S. 3451.03
May 10, 1994
Chapter 6, Page 6
C-8 Budget Enpl oyee of the Year Award

-Evaluation Criteria: This award is designed to recognize and
reward the Budget Enpl oyee who has denonstrated superior and

i nnovative budgetary skills; has shown superior work in providing
techni cal gui dance i n budget devel opnment and execution

requi renents; providing detailed analyses which results in
savings to the Bureau; maintains and bal ances all budgetary
accounts including position control (PO and position managenent
(PZ) accounts on a nonthly basis and takes appropriate action to
correct discrepancies; excels in the use of oral and witten
communi cations; excels in interpersonal skills in the areas of
noti vating enpl oyees, programreview results, etc.; has shown
creativity in inproving current operations through automation;
assists other staff menbers; and tinely and accurate budget data
productions. Form of Recognition: Up to a $1,500 cash award and
a pl aque.

C-9 National Accounting Enpl oyee of the Year

-Evaluation Criteria: This award recognizes the Accounting

Enpl oyee who t hroughout the year has denonstrated excellent and
i nnovative accounting skills, continued superior performance in
t he accounting area, and made significant contributions to

hi s/ her areas of responsibility. Nom nees nmay have displ ayed
sust ai ned superior performance in all areas of responsibility or
performed a specific act which contributed significantly to the
i nproved operation in his/her office or financial managenent in
the Bureau of Prisons. Areas that may be considered (if
applicable to the nomnee) are: tinely subm ssion of proof-
checks, tinely reconciliation of Statenments of D fferences,
activity in Budget Cearing Accounts (i.e., clearing old bal ances
and preventing new amounts from being transferred i nto budget

cl earing accounts), proper control of cash and accuracy of cash
transacti ons, adherence to the Pronpt Paynent Act, cooperation
Wi th and assistance to other staff nenbers, tinely entry of
transactions into the Financial Managenent System managenent
oversight, providing training to staff, responsiveness and
cooperation with the Regional and/or Central Ofices. Any

i ndi vi dual whose primary area of responsibility is in the
accounting area nmay be considered for this award. Accounting
Techni ci ans, Operating Accountants, Supervisory Operating
Account ants, Budget and Accounting Oficers, Regional

Account ants, and Regi onal Budget and Accounting Oficers are

el i gi bl e. Form of Recognition: Up to a $1,500 cash award and a
pl aque.

C- 10 Property Managenent Excellence Award: Inventory
Managenent Speci alist of the Year

-Evaluation Criteria: The purpose of this award is to recognize
an I nventory Managenent Specialist who displays outstanding
efforts in nonitoring the record keepi ng, usage, acquisition, and
di sposition of property, processing data in the SENTRY Property




Managenment System and providing guidance and training to
Account abl e Property O ficers (APO. This award recogni zes any
| nvent ory Managenent Speci alist who has denonstrated both
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excell ent work and interpersonal skills utilizing the foll ow ng
criteria: conpleting and reconciling the annual controlled
property inventory and annual verification by established due
dates, outstanding programreview rating, responsiveness to the
region and Central Ofice, tinely and accurate subm ssion of al
property reports, outstanding or noteworthy achi evenents, has an
est abl i shed and successful APO training program possesses and
denonstrat es outstandi ng wor ki ng know edge of Federal Property
Managenment Regul ations, Justice Property Managenent Regul ati ons,
and Bureau of Prisons' Property Managenent Regul ations, has an
ef fective program established for acquiring and di sposi ng of
excess personal property, and projects a professional inage.
Form of Recognition: Up to a $1,000 cash award and a pl aque.

C-11 Procurenent Excell ence Award:

Contract Specialists in the 1102 contracting series nay be
submtted for one of the followi ng categories. An award wll be
made annually in one category only to the individual or office
deened nost deserving: Category 1 - CQutstanding Contract

Speci alist; Category 2 - Supervisory Contract Specialist;
Category 3 - Qutstanding Contracting Ofice.

Category 1 - Qutstanding Contracting Specialist of the Year

-Evaluation Criteria: The purpose of this award is to recognize
and reward the Contracting Specialist who displays on-the-job
excel l ence. This award recogni zes any non- Supervi sory
Contracting Specialist who has nade significant contributions to
the effectiveness and efficiency of the operations of the
procurenent office through innovative ideas or who has
denonstrated both excellent work and interpersonal skills in the
areas of pronptly enacting new acquisition directives;
contributing significantly to outstanding programreview results;
exhi biting outstanding or noteworthy achievenents; exhibiting
smal | purchases and contracts that consistently provide for ful
and open conpetition; possessing and denonstrating an outstandi ng
wor ki ng knowl edge of acquisition regulations; projecting a

prof essi onal image; and providing excellent service to their
custoners. Form of Recognition: Up to a $1,000 cash award and a
pl aque.

Category 2 - Supervisory Contracting Oficer of the Year

-Evaluation Criteria: The purpose of this award is to recognize
and reward the supervisory contract specialist who displays

out st andi ng support for the Ofice of Procurenent and Property
goals in the Bureau of Prisons. This award recogni zes any
supervi sory contract specialist who has denonstrated both
excellent work and interpersonal skills in the areas of
notivating their enployees; programreview results;

responsi veness to regions/central office; ensuring tinely and
accurate subm ssion of all reports; displaying outstanding or




not ewort hy achi evenents; ensuring conpliance with Cl CA;
possessi ng and denonstrating an outstandi ng worki ng know edge of
all appropriate acquisition regulations; projecting a
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prof essi onal image; and providing excellent service to their
custoners. Form of Recognition: Up to a $1,500 cash award and a
pl aque.

Category 3 - Contracting O ficer of the Year

-Evaluation Criteria: The purpose of this award is to recognize
and reward the Contracting Ofice that consistently works as a
teamto support, pronote, and practice the principals of the

m ssion statement of the O fice of Procurenment and Property,
which is: to provide goods and services to, and in furtherance
of, the overall m ssion of the Bureau of Prisons; acquiring such
goods and services in a tinely manner, within federal statutory
regul ations, and at the best value to the governnent; and provide
accurate accountability and control of Bureau of Prisons property
resources. Additionally, the procurenent office maintains
excel | ent conmmuni cati on between institution and regional staff;
out st andi ng or noteworthy achi evenents; ensures conpliance with
CICA; identifies training needs of procurenent staff and provides
training as necessary; possesses and denonstrates a working

know edge of acquisition regul ations; denonstrates excell ent
cooperation with the central office; consistently ensures tinely
and accurate subm ssion of reports to the central office;
projects a professional inmage; and provides excellent service to
their custonmers. Form of Recognition: A personal letter from
the Assistant Director for Adm nistration and eight (8) hours
Time OOf Award for each procurenent office team nmenber. A plaque
w Il be awarded to the procurenent office.

D. COMMUNITY CORRECTI ONS AND DETENTI ON DI VI SI ON AWARDS

D1 Assistant Director's Award for the Conmunity
Corrections and Detention Division

-Evaluation Criteria: This award recogni zes on-the-job
excel |l ence anong m d-1 evel managers and supervi sors who exhi bit
exenpl ary managerial and supervisory performance, who have nade
significant contributions within their scope of program

responsi bilities, and who are accountable for a respective
programarea. Eligibility for this award is limted to

Depart nent Heads and above. Chief Executive Oficers, Associate
Wardens, Satellite Canp Adm nistrators, Executive Assistants, and
Superintendents of Industries (UNICOR) who have broad executive
managenent responsibility rather than specific program
responsibility are not eligible for this award. Form of
Recognition: Up to a $3,000 cash award and a pl aque.

D-2 Comrunity Corrections and Detention D vision
Achi evenrent Award for Qutstandi ng Manager of the Year

-Evaluation Criteria: This award recognizes Conmunity
Corrections Managers and Managenent Center Adm nistrators for




their contributions to Community Corrections. The individual
selected will be evaluated based on his/her contributions in
provi di ng exceptional service to the inmate popul ati on,
contractors, federal famly, and to the community as he/she
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continues to ensure the philosophical goals and m ssion of
community corrections and the Bureau of Prisons are net. Form of
Recognition: Up to a $1,500 cash award and a pl aque.

D-3 Community Corrections and Detention Division Award for
Excellence in Immgration/Pretrial Detention Operations

-Evaluation Criteria: This award recogni zes an individual who
made a significant contribution to the managenent, operation, or

i nprovenent of the Bureau of Prisons adm nistration of its
det ai nee popul ation (deportable crimnal aliens, excludable
aliens, pretrial prisoners, or U S. Mrshals holdovers). The
nom nee will be eval uated based on program devel opnent,

i npl enentation, high quality service, or other initiatives that
enhance the adm nistration of all or sone portion of the detainee
popul ation in the BOP. Formof Recognition: Up to a $1,000 cash
award and a pl aque.

D4 Award for Excellence in Ctizen Participation,
Communi ty Partnershi ps, and Vol unteerism

-Evaluation Criteria: This award is designed to recogni ze
institution staff for their efforts to create and nmaintain
exenplary citizen participation, community partnership, and

vol unteer progranms. Nom nations will be eval uated based upon the
nunber of volunteers providing direct inmate services, volunteer
recruitnment efforts, volunteer training and devel opnent prograns,
vol unteer recognition prograns, Community Rel ations Board
activities, and staff volunteerismefforts. Formof Recognition
Up to a $1,000 cash award (to be shared by all recipients) and a
pl ague for the institution.

D5 Community Corrections and Detention D vision Specialist
of the Year

-Evaluation Criteria: This award recogni zes Contract Oversight
Speci al i sts, Case Managers, Transitional Services Managers,

Regi onal I nmate Systens Specialists, and Regi onal Safety
Specialists for their significant contributions to community
corrections as related to their specialty areas. The individual
selected will be evaluated for their acconplishnents in

devel opi ng new and i nnovative prograns and systens, outstanding
service in regard to contracting and pronoting the Bureau's

m ssion. Formof Recognition: Up to a $1,000 cash award and a
pl aque.

D6 Community Corrections and Detention D vision Legal
| nstruments Exam ner/ Admi nistrative Assistant of the
Year

-Evaluation Criteria: This award recogni zes Legal Instrunents
Exam ners and Adm nistrative Assistants (to include Budget
Anal ysts) for their outstanding acconplishnments in providing




techni cal support. The individual selected will be evaluated on
their contributions in providing exceptional support to Community
Corrections. Formof Recognition: Up to a $1,000 cash award and
a pl aque.




P.S. 3451.03
May 10, 1994
Chapter 6, Page 10

E. CORRECTI ONAL PROGRAMS DI VI SI ON AWARDS

E-1 Assistant Director's Award for the Correctional
Programs Divi si on-

-Evaluation Criteria: This award recogni zes on-the-job
excel |l ence anong m d-1 evel managers and supervi sors who exhibit
exenpl ary managerial and supervisory performance; who have nade
significant contributions within their scope of program
responsibilities; and who are accountable for a respective
programarea. Eligibility for this award is limted to

Depart nent Heads and above. Chief Executive Oficers, Associate
Wardens, Satellite Canp Adm nistrators, Executive Assistants, and
Superintendents of Industries (UNICOR) who have broad executive
managenent responsibility rather than specific program
responsibility are not eligible for this award. Form of
Recognition: Up to a $3,000 cash award and a pl aque.

E-2 Achievenent Award for Qutstandi ng Chaplain of the Year

-Evaluation Criteria: This award recognizes a chaplain for
pastoral and program | eadership in providing institutional
religious services in the Bureau of Prisons. The individual
selected will be one who has made outstanding contributions to
Correctional Prograns and has nmade contributions that exceed job
requirenents. Form of Recognition: Up to a $1,000 cash award
and a pl aque.

E-3 Achievenent Award for Qutstandi ng Achi evenent by a
Bureau of Prisons' Psychol ogi st

-Evaluation Criteria: This award recogni zes a psychol ogi st who
makes out standing contributions in the Correctional Prograns
area. Results of recently conpleted programrevi ews may be used
to support the nom nation. Formof Recognition: Up to a $1,000
cash award and a pl aque.

E-4 Achievenent Award for Qutstanding Contribution in the
Area of Drug Abuse Prograns

-Evaluation Criteria: This award recogni zes a Bureau of Prisons
staff nmenber who makes outstanding contributions in the Drug
Abuse Program area. The individual selected will be one who is
know edgeable in all areas of the Bureau's Drug Abuse Prograns
and whose out standi ng contributions exceed his/her job
requirenents. Form of Recognition: Up to a $1,000 cash award
and a pl aque.

E-5 Case Managenent Coordi nator of the Year

-Evaluation Criteria: This award recogni zes a Case Managenent
Coor di nat or who has contributed to the devel opnent of innovative
prograns and techni ques, coordinated unique and effective



trai ni ng experiences,
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performed daily tasks in an outstanding manner, and is recognized
by institution staff as a | eader. Form of Recognition: Up to a
$1, 000 cash award and a pl aque.

E-6 Chief Correctional Supervisor of the Year

-Evaluation Criteria: This award recogni zes the Captain who has
made significant contributions which enhance the overal
effective operation of the Correctional Services Departnment. In
eval uati ng nom nees, enphasis wll be placed on individual
contributions in the areas of staff devel opnent, uni que changes
affecting institution security, new or innovative nethods to
enhance local training, and the ability to effectively manage
difficult or sensitive situations utilizing |ocal resources.
Form of Recognition: Up to a $1,000 cash award and a pl aque.

E-7 Correctional Supervisor of the Year

-Evaluation Criteria: This award recogni zes the Correctional
Supervi sor (Lieutenant or Special Investigative Agent) who
exenplifies | eadership and professionalismof the Correctional
Services Departnent. |In evaluating nom nees, enphasis wll be
pl aced on Correctional Supervisors who have made significant
strides in nentoring and contributing to the career devel opnent
of line staff; outstanding performance during incidents involving
tense, serious, or stressful situations; identification and
proactive correction of operation and physical security issues;
and mai ntai ni ng outstanding job performance in all areas. Form
of Recognition: Up to a $1,000 cash award and a pl aque.

E-8 Correctional Oficer of the Year

-Evaluation Criteria: This award recogni zes a Correctional

O ficer for his/her outstanding contributions. The sel ectee nust
be one who is know edgeable in all areas of |aw enforcenent and
whose out standi ng contri buti ons exceed his/her job requirenents.
Form of Recognition: Up to a $1,000 cash award and a pl aque.

E-9 Unit Staff Menber of the Year

-Evaluation Criteria: This award recognizes a Unit staff nenber
who has excelled in his/her daily job performance and nade

out standi ng i ndi vidual contributions to the devel opnent of

i nnovative prograns and techni ques, contributed significantly to
solving inmate problens through creative intervention within the
unit, and is recognized by institution staff and innmates as a

| eader and effective communicator. Formof Recognition: Up to a
$1, 000 cash award and a pl aque.
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E-10 I nmate Systens Managenment Manager or Supervisor of the
Year Award

-Evaluation Criteria: This award recogni zes the I nmate Systens
Manager, Assistant, or Supervisor, who has denonstrated
outstanding abilities in | eadership, training, and overall
operations. The recipient nust al so be recognized by staff and
inmates as an effective communi cator and | eader. Form of
Recognition: Up to a $1,000 cash award and a pl aque.

E-11 Inmate Systenms Legal Instrunment Exam ner or |nmate
Systens O ficer of the Year Award

-Evaluation Criteria: This award recogni zes the Legal |nstrunent
Exam ner or Inmate Systens O ficer who has denonstrated
exceptional initiative and desire, and who has nade outstanding
contributions to | SM which exceed his/her job requirenents. Form
of Recognition: Up to a $1,000 cash award and a pl aque.

F. I NDUSTRI ES, EDUCATI ON, & VOCATI ONAL TRAI NI NG (UNI COR) AWARDS

F-1 Assistant Director's Award for Industries, Education, &
Vocati onal Trai ning

-Evaluation Criteria: This award recogni zes on-the-job
excel |l ence anong m d-1 evel managers and supervi sors who have
broad executive or specific managerial responsibility, and who
are accountable for a respective programarea. Chief Executive
O ficers, Associate Warden, Canp Adm ni strators, Executive

Assi stants, and Superintendents (I E&VT) are all eligible for this
award. Nom nees nust have denonstrated exenpl ary managerial and
supervi sory performance and/or significant contributions within
the scope of programresponsibilities. Formof Recognition: Up
to a $3,000 cash award and a pl aque.

F-2 J. Mchael Quinlan UNICOR Citizenship Award

-Evaluation Criteria: This award recogni zes a UNI COR enpl oyee
who, through involvenent in community activities, has displayed a
true concern and desire to make their community a better place to
live. Formof Recognition: Nane pernmanently engraved on the
Citizenship Award Pl ague which will be displayed in a prom nent

| ocation within UNICOR, Central Ofice.

F-3 UNICOR Group Award for Central Ofice Excellence

-Evaluation Criteria: One award wll be issued which recognizes
the UNI COR group of enployees (programteam project team unit,
section, division, task force) whose contribution has positively
i npacted the Corporation. Contributions can be in any area, such
as adm ni stration, manufacturing, marketing, sales, institution
rel ations,
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and/ or external relations. Criteria which nmay be consi dered
include but is not limted to: (1) docunentation of cost savings
to the Corporation; (2) devel opnent or inprovenent of systens or
operations; (3) devel opnent of adm nistration or procedural
changes; (4) devel opnment and/or inplenmentation of nethods to make
UNI COR conpetitive with regard to price, delivery, quality, and
custoner service; and (5) devel opnent of new and innovative

mar keti ng techni ques. Form of Recognition: Plagque with the
names of all of the group nenbers, an appropriate nenmento
(exanpl e: desk nedal lion) for each nenber, and a trophy which
wll travel to the new recipient each year

F-4 UNI COR Managenent Award for Excellence

-Evaluation Criteria: One award wll be issued to the UN COR
managenent or supervisory enpl oyee whose contri bution has
positively inpacted the Corporation. Contributions can be in any
area, such as adm nistration, manufacturing, marketing, sales,
institution relations, and/or external relations. Criteria which
may be considered include but is not limted to: (1)
docunent ati on of cost savings to the Corporation; (2) devel opnent
or inprovenent of systens or operations; (3) devel opnent of

adm ni stration or procedural changes; (4) devel opnent and/or

i npl ementati on of methods to make UNI COR conpetitive with regard
to price, delivery, quality, and custoner service; and (5)

devel opment of new and innovative marketing techniques. Form of
Recognition: Up to $1,000 cash award and a pl aque.

F-5 UN COR Award for Excell ence

-Evaluation Criteria: One award wll be issued to the UN COR
non- managenent / supervi sory enpl oyee whose contri bution has
positively inpacted the Corporation. Contributions can be in any
area, such as adm nistration, manufacturing, marketing, sales,
institution relations, and/or external relations. Criteria which
may be considered include but is not limted to: (1)
docunent ati on of cost savings to the Corporation; (2) devel opnent
or inprovenent of systens or operations; (3) devel opnent of

adm ni stration or procedural changes; (4) devel opnent and/or

i npl ementation of methods to make UNI COR conpetitive with regard
to price, delivery, quality, and custonmer service; and (5)

devel opment of new and innovative marketing techniques. Form of
Recognition: Up to $1,000 cash award and a pl aque.

F-6 UNICOR Goup Award for Field Excellence

-Evaluation Criteria: Up to two group awards wll be issued to
groups (factories, business offices, etc.) which recognize UN COR
enpl oyees that have nmade significant contributions to the
Corporation. Contributions can be in any area, such as

adm ni stration, manufacturing, marketing, sales, institution
relations, and/or external relations.




P.S. 3451.03
May 10, 1994
Chapter 6, Page 14

Criteria which may be considered include but is not limted to:
(1) docunentation of cost savings to the Corporation; (2)

devel opnent or inprovenent of systens or operations; (3)

devel opnent of adm nistration or procedural changes; (4)

devel opnent and/or inplenentation of nethods to make UNI COR
conpetitive with regard to price, delivery, quality, and custoner
service; and (5) devel opnent of new and innovative marketing
techni ques. Form of Recognition: Plague with the nanmes of al

of the group nenbers, an appropriate nenento (exanple: desk
medal | i on) for each nenber, and a trophy which will travel to the
new reci pient |ocation each year.

F-7 UN COR Award for Field Excell ence

-Evaluation Criteria: Up to six individual awards will be issued
to UNI COR enpl oyees that have made significant contributions to
the Corporation. Contributions can be in any area such as

adm ni stration, manufacturing, marketing, sales, institution
relations, and/or external relations. Criteria which may be
considered include but is not limted to: (1) docunentation of
cost savings to the Corporation; (2) devel opnent or inprovenent
of systens or operations; (3) devel opnent of adm nistration or
procedural changes; (4) devel opnent and/or inplenentation of

met hods to make UNI COR conpetitive with regard to price,
delivery, quality, and custoner service; and (5) devel opnent of
new and i nnovative marketing techniques. Form of Recognition:
Up to $1, 000 cash award and a pl aque.

F-8 Excellence in Education, Recreation, and/or Vocati onal
Tr ai ni ng

-Evaluation Criteria: Up to two awards will be issued to the
Central O fice and/or field Education, Recreation, or Vocational
Trai ni ng enpl oyee(s) who have significantly contributed to the
overal | education, recreation, and vocational training goals of
the Bureau of Prisons. Criteria to be considered may include,
but is not limted to the followng: (1) positive
interdepartnmental relations; (2) devel opnent of innovative
progranms, instruction and notivation techniques or procedures;
(3) involvenent in research and publications; (4) budget
managenent and cost effectiveness; and (5) inmate involvenent in
programs. Form of Recognition: Up to $1,000 cash award and a
pl aque.




P.S. 3451.03
May 10, 1994
Chapter 6, Page 15

G HEALTH SERVI CES DI VI SI ON AWARDS

(NOTE: While Public Health Service (PHS) Comm ssioned
Oficers detailed to the Bureau of Prisons are eligible to
receive award recognition, they are ineligible to receive
the noney associated with the award.)

G 1l Assistant Director's Award for the Health Services
Di vi si on

-Evaluation Criteria: This award recogni zes consistently
superior managerial and supervisory performance. The recipient
nmust have denonstrated a continual dedication to health services
progranms in sone area or areas wWthin nedical care and/or nedica
support provisions; environnental health or safety prograns; food
and nutritional prograns; and/or health pronotion activities.

The reci pient nmust have enbraced and used strategic planning
initiatives, directed a major programor several significant
smal | er program areas, and conducted anal yses of program
outcones. The recipient nust be involved in enployee devel opnent
t hrough nentoring and training initiatives. The recipient nust

al so have exhi bited significant involvenent in continuing
education and training in his or her specialty, and a conm t nent
to putting current know edge to practice. The recipient nust be
commtted to continuous quality inprovenent in his or her field
and have shown exceptional responsiveness to programreview or
other quality of service neasures. The recipient nust have
denonstrated a consistently high | evel of dedication to duty
wWithin his or her programmatic area. Form of Recognition: Up to
a $3,000 cash award and a pl aque.

G 2 Achievenent Award for Excellence in Cinical Care

-Evaluation Criteria: Al health care providers involved in the
delivery of clinical services including physicians, dentists,
phar maci st s, physicians assistants, nurse practitioners, nurses,
dental assistants, etc., are eligible for consideration for this
award. The recipient nmust have consistently denonstrated high
quality clinical treatnment to the inmate popul ati on, evidence of
significant involvenent in continuing education, a commtnent to
stayi ng abreast of current clinical know edge and practices, and
a commtnent to excellence in the health services quality
managenent, and health pronotion. Form of Recognition: Up to a
$1, 000 cash award and a pl aque.

G- 3 Achievenent Award for Excellence in Adm ni stration of
Heal th Care Services

-Evaluation Criteria: Regional Health Services Adm nistrators,
Clinical Directors, Health Services Adm nistrators, Associate
War dens (who supervi se nedi cal prograns), Chief Executive

O ficers of the Medical Centers, nedical records technicians,

| aboratory technicians, etc.,
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are eligible for this award. The recipient nust have
consistently denonstrated high quality adm nistrative skills,
exceptional responsiveness to health services programrevi ew and
qual ity of care neasures, outstanding nentoring of health

servi ces personnel, evidence of significant involvenent in

conti nui ng education, and active support of the Health Services
Division's health pronotion, managed care, and quality managenent
efforts. Formof Recognition: Up to a $1,000 cash award and a
pl aque.

G 4 Achievemrent Award for Excell ence in Food Service
Pr ogr ans

-Evaluation Criteria: The recipient nust have consistently
denonstrated high quality efforts in preparation, presentation
and delivery of food services to the inmate popul ati on;
exceptional supervision of all aspects of the food, diet, and
nutrition prograns; outstanding nentoring of food services
personnel, evidence of significant involvenent in continuing
education and training regarding food service and nutritional
practices, and a commtnent to excellence in health pronotion
activities. Formof Recognition: Up to a $1,000 cash award and
a pl aque.

G5 Achievenent Award for Excellence in Safety Prograns

-Evaluation Criteria: The recipient nust have consistently
denonstrated high quality efforts in the planning and direction
of initiatives in the area of enployee and i nmate safety, and/or
envi ronnent al heal th exceptional supervision of all aspects of
the occupational safety program outstanding nentoring of safety
personnel, evidence of significant involvenent in continuing
education and training regarding environmental health and life
safety practices; a commtnent to environnental consciousness,
and environnental prograns and activities. Formof Recognition:
Up to a $1,000 cash award and a pl aque.

H  HUMAN RESOURCE MANAGEMENT DI VI SI ON AWARDS

H1 Assistant Director's Award for the Hunman Resource
Managenent Divi sion

-Evaluation Criteria: This award recogni zes on-the-job
excel |l ence anong m d-1 evel managers and supervi sors who exhibit
exenpl ary managerial and supervisory performance, who have nade
significant contributions within their scope of program

responsi bilities, and who are accountable for a respective
programarea. Eligibility for this award is limted to

Depart nent Heads and above. Chief Executive Oficers, Associate
Wardens, Satellite Canp Adm nistrators, Executive Assistants, and
Superintendents of Industries (UNICOR) who have broad executive
managenent responsibility rather than specific program




responsibility are not eligible for this award. Form of
Recognition: Up to a $3,000 cash award and a pl aque.
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H 2 Human Resource Managenent Staff Menber of the Year
Awar d

-Evaluation Criteria: This award recogni zes a hunan resource
managenent specialist, or a human resource clerk or assistant who
has di stingui shed hinsel f/herself as a know edgeabl e,

prof essional |eader in the field of human resource nmanagenent.
Devel opment of subordi nates, maintaining or obtaining conpliance
w th programrevi ew gui delines, good | abor managenent rel ations,
and reducing turnover rates are exanples of desired
acconplishnents for a human resource specialist. Providing
pronpt, know edgeabl e support for the human resource program
(supervisors, enployees, and the human resource departnent),
functioning with m ni mal supervision and recogni zi ng how hi s/ her
position inter-relates with other departnents and ot her positions
wi t hin human resource managenent woul d be exanpl es of desired
acconplishnents for a human resource clerk or assistant. Form of
Recognition: Up to a $1,000 cash award and a pl aque.

H3 Award for Excellence in Recruitment

-Evaluation Criteria: This award recogni zes key institution

per sonnel who have made out standing contributions in the areas of
recrui tment program devel opnent, program i nplenmentation,
interaction with community agencies, liaison with affirmative
action programefforts, assistance to other institutions,
initiatives that have enhanced on-going recruitnent efforts, and
has had considerable inpact on hard-to-fill positions, resulting
in a significant nunber of staff being recruited for the Bureau
of Prisons. Formof Recognition: Up to $2,500 cash award (to be
shared by all recipients) and a plaque for the institution.

H 4 Enpl oyee Devel opnent Staff Menber of the Year

-Evaluation Criteria: This award recogni zes an Enpl oyee

Devel opment Manager/ Speci al i st who has best denonstrated his/her
commtnent to career devel opnment and training through innovative
and neani ngful career devel opnent prograns. Such prograns are
able to reach a broad spectrum of staff, provide assistance to
staff in pursuing the advancenent of their careers, and pronote
cost effectiveness. Formof Recognition: Up to a $1,000 cash
award and a pl aque.

. I NFORVATI ON, PCLI CY, AND PUBLI C AFFAI RS DI VI SI ON AWARDS

-1 Assistant Director's Award for the Information, Policy,
and Public Affairs D vision

-Evaluation Criteria: This award recogni zes on-the-job
excel |l ence anong m d-1 evel managers and supervi sors who exhi bit
exenpl ary managerial and supervisory performance; who have nade
significant contributions within their scope of program
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responsi bilities; and who are accountable for a respective
programarea. Eligibility for this award is limted to

Depart nent Heads and above. Chief Executive Oficers, Associate
Wardens, Satellite Canp Adm nistrators, Executive Assistants, and
Superintendents of Industries (UNICOR) who have broad executive
managenent responsibility rather than specific program
responsibility are not eligible for this award. Form of
Recognition: Up to a $3,000 cash award and a pl aque.

-2 Information, Policy, and Public Affairs D vision Award
for Qutstanding Conputer Services Managenent

-Evaluation Criteria: This award recogni zes a Conputer Services
Manager or Regi onal Conputer Services Adm nistrator for exenplary
or creative prograns, and innovations in inplenentation of the
institution or regional conputer services programduring the past
year. The nom nees will be evaluated on the inplenentation of
conputer services prograns that provide increased productivity to
staff, provide unique and cost effective solutions to problens
that interfere with effective utilization of conputer resources,
or that nake conputer resources nore accessible to staff. For m
of Recognition: Up to a $1,000 cash award and a pl aque.

-3 Information, Policy, and Public Affairs D vision Award
for Qutstanding Contributions to Research

-Evaluation Criteria: This award recogni zes any Bureau staff
menber for his/her contributions to the Ofice of Research and
Eval uation Program The nom nees will be evaluated on their
exceptional contributions to the Ofice of Research and

Eval uation, in general, or on their significant contribution
toward the conpletion of specific research projects. Al
research staff nmenbers, including research assistants and
conputer specialists, are eligible. Formof Recognition: Upto
a $1,000 cash award and a pl aque.

-4 Information, Policy, and Public Affairs D vision Award
for Qutstanding Contributions to New Security
Technol ogy

-Evaluation Criteria: This award recogni zes any BOP staff nenber
for his/her contributions having systemw de inpact in
significantly inproving and/or upgrading security technol ogy

wi thin the agency. Nom nations will be eval uated based on
initiative displayed in recognizing and solving the need to
identify a deficiency which has the potential to conprom se
security. The entire referral process nust have been conpl eted
in an innovative and proactive followup fashion in conjunction
with the Ofice of Security Technol ogy. Form of Recognition:

$1, 000 cash award and a pl aque.
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-5 Information, Policy, and Public Affairs D vision Award
for Excellence in Policy Devel opnent/Directives
Managenent

-Evaluation Criteria: This award recogni zes central office staff
for policy devel opnent contributions which produce current,

clear, and accurate policies to guide Bureau operations. The
nom nees W Il be evaluated on the basis of any outstanding or

i nnovative contribution to excellence in policy devel opnent, such
as tinmely and qualitative conpletion of one or nore major
directives or denonstrated excellence in managenent of resources
to inprove the delivery of accurate, current, and clear policy to
staff. Central office staff directly involved in policy

devel opnent are eligible. This award al so recogni zes staff who
contribute to devel opnent of managenent processes or techni ques
which facilitate the currency, accuracy, dissem nation, and
availability of BOP directives in the field. Nomnees wll be
eval uated on the basis of excellent innovations which contribute
to the overall directives systemor specific portions of policy
managenent which result in better delivery, access, or use of
directives. Formof Recognition: Up to a $1,000 cash award and
a pl aque.

-6 Information, Policy, and Public Affairs D vision Award
for Exceptional Managenent of a Media |Issue or for
Fostering Exceptional Media Relations

-Evaluation Criteria: This award recogni zes any BOP staff nenber
for his/her exceptional efforts in effectively dealing with the
medi a on a specific topic, or during an energency situation. BOP
staff may al so be recogni zed for fostering exceptional nedial
relations for the institution, region, or the BOP. Nom nations
wi |l be eval uated based on the scope of the issue(s) dealt with
the nom nated staff nenbers invol venent in managing the
situation, and the resulting nmedia reports. Form of Recognition:
Up to a $1,000 cash award and a pl aque.

J. OFFICE OF THE GENERAL COUNSEL AWARDS

J-1 Ofice of the General Counsel's Assistant Director
Awar d

-Evaluation Criteria: This award recogni zes a nenber of the
Bureau's | egal staff (attorney, paral egal, secretary, etc.) whose
efforts have significantly furthered the m ssion of |egal service
in the Bureau of Prisons. The recipient nust have denonstrated
both excellent work and interpersonal skills, and significant
contributions to the fulfillment of Legal's role in the Bureau.
Form of Recognition: Up to a $3,000 cash award and a pl aque.
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J-2 General Counsel's Award for Exceptional Performance
(At torney)

-Evaluation Criteria: This award recogni zes a Bureau of Prisons
attorney who has denonstrated a consistently high quality work
product and the ability to work independently in the fulfill nment
of assignnents, including such areas as: providing sound,
under st andabl e | egal advice; preparation of litigation reports;
knowl edge and application of the relevant | aw and Bureau policy;
and assistance provided to Bureau | egal staff and U S. Attorney
O fices. Form of Recognition: Up to a $1,500 cash award and a
pl aque.

J-3 General Counsel's Award for Exceptional Performance
(Par al egal )

-Evaluation Criteria: This award recogni zes a Bureau of Prisons
par al egal who has denonstrated a consistently high quality work
product and the ability to work independently in the fulfill ment
of assignments, including such areas as preparation of litigation
reports, know edge and application of the relevant | aw and Bureau
policy and assistance provided to Bureau legal staff and U S
Attorney Offices. Formof Recognition: Up to a $1,500 cash
award and a pl aque.

J-4 General Counsel's Award for Exceptional Performance
(Legal Support Staff)

-Evaluation Criteria: This award recogni zes | egal technicians,
secretaries, and other non-attorney/non-paral egal staff enpl oyed
in the Bureau of Prisons |egal services, whose regular efforts
have made a significant contribution to furthering the m ssion of
| egal service in the Bureau of Prisons. The recipient nust have
denonstrated a consistently high quality work product,

responsi veness, good interpersonal relationships, and the ability
to work independently in hel ping the Bureau of Prisons |egal
service fulfill its legal functions. Formof Recognition: Up to
a $1,500 cash award and a pl aque.

J-5 General Counsel's Exenplary Assistance Award

-Evaluation Criteria: This award recogni zes a non-legal or non-
Bur eau, Federal Governnment enpl oyee, who has nade a significant
contribution to supporting the m ssion of |egal service in the
Bureau. This support may be in such areas as litigation

assi stance or where the managenent of an area has played a
significant role in the Bureau's ability to successfully defend
against litigation challenges. Formof Recognition: Up to a

$1, 500 cash award and a pl aque.
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K. PROGRAM REVI EW DI VI SI ON AWARDS

K-1 Assistant Director's Award for the Program Revi ew
Di vi si on

-Evaluation Criteria: This award recogni zes on-the-job
excel |l ence anong m d-1 evel managers and supervi sors who exhi bit
exenpl ary managerial and supervisory performance; who have nade
significant contributions within their scope of program

responsi bilities; and who are accountable for a respective
programarea. Eligibility for this award is limted to

Depart nent Heads and above. Chief Executive Oficers, Associate
Wardens, Satellite Canp Adm nistrators, Executive Assistants, and
Superintendents of Industries (UNICOR) who have broad executive
managenent responsibility rather than specific program
responsibility are not eligible for this award. Form of
Recognition: Up to a $3,000 cash award and a pl aque.

K-2 National Award for Excellence in Qperational Reviews

-Evaluation Criteria: This award recogni zes key staff nenbers
whose BOP facility has denonstrated an efficient Operational

Revi ew process. This is denonstrated by a conti nuous system of
self-nonitoring and foll ow up whose essential characteristics
consi st of cross training opportunities and other innovative ways
of self-nonitoring; devel opnent of substantive working papers and
review evidence; by the quality of reports, use of information in
these reports, and the inpact as verified by excellent formnal
Program Revi ews. Form of Recognition: Up to a $2,000 (to be
shared by all recipients) and a plaque for the institution or
field facility.

K-3 Award for Excellence in Program Revi ews

-Evaluation Criteria: This award recogni zes the Program Revi ewer
in the Program Review Division (PRD) who has nmade the nost
significant contributions to the programrevi ew process.
Significant contributions will be neasured by the quality and
tineliness of reports generated (to include working papers),

i npl ementation of innovative ideas to satisfy review requirenents
and/ or cost reductions, and the quality of interaction with
institution staff. Additionally, a maxi num of four individuals
who assisted the PRD as Reviewers and made the nost significant
contributions to the review process will be eligible for this
award. Form of Recognition: Up to a $1,000 cash award and a

pl ague for the PRD recipient. Up to a $2,000 cash award to be
shared by up to four individuals and individual plaques.

K-4 Mst Significant Contributor of Managenent Assessnent

-Evaluation Criteria: This award recognizes the Central or
regional office adm nistrator who has denonstrated the nost
successful use of the Managenent Assessnent Process at any of the
three | evel s of managenent w thin his/her discipline.




P.S. 3451.03
May 10, 1994
Chapter 6, Page 22

The recipient nmust denonstrate commtnent to the process which is
suggested by: attendance in PRD training, conmmand of indicator
data as drawn fromthe Strategi c Managenent Cycle, conpleting the
Program Revi ew and Strategi c Managenent Cross-Devel opnent Modul e,
denonstrating a working know edge and practical application
experience wth FPS 1210.7, and being an active participant in at
| east one Managenent Assessnent neeting over the past year.
(Former PRD staff are exenpt fromthis award for a period of one
year.) Form of Recognition: Up to a $2,000 cash award and a

pl aque.

K-5 Award for Excellence in Strategic Planning-Institution

-Evaluation Criteria: This award recogni zes key staff who have
contributed to an exenplary overall strategic planning system
Eval uation wll be based on one or nore of the foll ow ng areas:

1) devel opnment of |ocal goals and initiatives which involve the
ability to identify priority issues and concerns; 2) goal
acconpl i shment which involves the ability to inplenent strategies
and nonitor the status of goals; 3) staff involvenent which is a
process that allows and encourages input fromstaff at al

| evel s. Input to generate, devel op, and comuni cate goals and
involving the ability to incorporate current systens, i.e.,

budget commttee, manpower commttee, etc.; 4) creating a process
that includes innovative ideas or progranms, i.e., the ability to

tie in performance appraisals with the planning process; and 5)
any other criteria which contributes to an exenpl ary planning
process. Form of Recognition: Up to a $2,500 cash award (to be
shared by all recipients) and a plaque for the institution.

K-6 Award for Excellence in Strategic Pl anni ng-Indi vi dual
Awar d

-Evaluation Criteria: This award recogni zes significant

i ndi vidual contributions in the area of strategic planning that
have enhanced pl anning efforts and have had a consi derabl e i npact
on the planning process either at an institution, regional

office, or Central Ofice level. Evaluation will be based on one
or nore of the follow ng areas: 1) devel opnent of |ocal goals
and initiatives involving the ability to identify priority issues
and concerns; 2) goal acconplishnent involving the ability to

i npl enent strategies and nonitor the status of goals; 3) staff

i nvol venent which is a process that allows and encourages i nput

fromstaff at all levels. Input to generate, devel op, and
communi cate goals, involving the ability to incorporate current
systens, i.e., budget commttee, manpower commttee, etc.; 4)

creating a process that includes innovative ideas or program
i.e., the ability to tie in performance appraisals with the

pl anni ng process; and 5) any other criteria which contributes to
an exenpl ary planning process. Formof Recognition: Up to a
$1, 000 cash award and a pl aque.
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602. NOM NATI ON AND SELECTI ON PROCEDURES
1. Bureau-w de Award Nom nation Ti nmefranes:
January 20 -- Benefits, Awards, and Professional
Devel opment (BAPD) Section, Hunan Resource

Managenent Division (HRVMD) requests
nom nati ons

February 20 -- Nom nations due in regions and training
centers

March 15 -- Nom nations due in BAPD Section, HRVD Centra
Ofice

2. The nomnation formfor all Bureau-w de Awards is found on
page 6-24 of this Chapter. A one page justification nust be
stapled to each award nomnation. All nomnation forns are to
contain the followi ng information for each nom nee (including
each nenmber of any group nom nation): correctly spelled nane,
soci al security nunber, title and grade, and institution.

The al pha/ nunerical code associated with each award category
must al so be indicated on the form(i.e., A-2 for the Janes V.
Bennett Award, H 2 for the Human Resource Manager of the Year).

The accuracy of the information on the nom nation formand the
justifications is critical as it will be used to key award
checks, inscribe plaques, and prepare congratul atory letters.

3. After review and approval by Regional D rectors and
Training Center Directors, the nomnations are to be forwarded to
the Central O fice, Human Resource Managenent Division, Benefits,
Awar ds, and Professional Devel opment Section, Incentive Awards
Coordi nator, 320 First Street, Room 432, Washington, D.C. 20534.
Each Regional Director and Training Center Director is asked to
submt all award nom nations to the Central Ofice at one tine
with a cover neno. This cover neno shoul d:

-- list the nanmes of all nom nated enpl oyees (or
institution for a group award) by award category.

-- indicate the Regional Director's or Training Center
Director's recommended sel ectee, by category.

NOTE: THE REG ONAL OFFI CES AND TRAI NI NG CENTERS ARE
REQUESTED TO VERY CLOSELY REVI EW THE QUALITY OF THE
NOM NATI ONS PRI OR TO FORWARDI NG THEM  NOM NATI ONS THAT ARE
POORLY WRI TTEN OR LACK SUBSTANTI VE MERI T SHOULD BE REVI SED

Central O fice nomnations are to be submtted together with
a cover neno fromeach Assistant Director listing the nanes
of nom nated enpl oyees and delivered to the HOLC Buil di ng,



Room 432.
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BP- s172. 034 NOM NATI ON FOR BUREAU- W DE AWARDS cDFRM

MAY 1994

U.S. Departnent of Justice Federal Bureau of Prisons
8&&EEELEEEELEEEEEELELEEEELELEEEELELEEEELELEEEELELEEEELELEEEELELEEE
Award Title *Al pha/ Nuneric Code for Award

*(i.e. A1 = Sanford Bates Award)
*

23333113313133)3331331333333111313131333331113323333311313133333)11111131))))
Nane (last, first, initial)

D233 0303030300033 0003000030300 000000003030))))
Title and G ade

D323 0300030003030 00000300 000300003030))))
Institution or Ofice

2222313333333333131313333333113131313333331131313133333311313133333)1111111))))
Soci al Security Nunmber

233333333323333313133331313331333331313333133313131333131333131333131)))))
(THI'S SECTI ON TO BE USED ONLY FOR CGROUP AVWARDS)

NANVE TI TLE/ GRADE SSN DCOLLAR AMOUNT
RECOMVENDED

IR R S S S S S I R S L

kkhkkkkkhkkkhkkkhkkkhkkkk*k

{ } YES { } NO Did the nomnee(s) for this award receive any other incentive awards
for the sane acconplishnents described in this nomnation? If yes, please attach a sunmary
of the date, dollar anpbunt, and type of recognition previously received.

EIEE S S S S S S R S L

kkhkkkkkhkkkhkkkhkkkhkkkk*k

6444444444444 444444444444444444 4444444444444 444444444444444444447

5 Nomi nation submtted by (typed nanme and si gnature) 5
5 5
1444440444484 084484840 448484084848 408484840844848440444444444444444<
5 Title 5
5 5
1444440444484 084484840 8448484084848 40848484084848440444444444444444<
5 Regional D rector/Branch Chief Endorsenent Dat e 5
5 5
5 5

Q4444444444444 44444444 4444444444444 4444444444444 44444444444444448



ATTACH A ONE PAGE JUSTI FI CATI ON

This formreplaces BP-172(34) dtd July 1988
(May be replicated via WP)
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CHAPTER 7: CAREER SERVI CE RECOGNI TI ON

700. GENERAL | NFORMATI ON

1. The Bureau of Prisons has established several vehicles to
recogni ze significant mlestones in the career of our enpl oyees.
These cone in the formof service pins, service certificates,
pl aques, tinepieces, and letters. Each is designed to express
the Bureau's appreciation for continued service on the part of
our staff.

2. Requirenents for each of the above are described on the
fol |l ow ng pages.

3. Cash awards, Quality Step Increases, and Tinme-Of Awards
recogni zing length of service are not authorized for this
pur pose.

701. CAREER SERVI CE | NSI GNI A ( PI NS)
1. Introduction: The purpose of the Career Service Insignia

is to recognize and reward enpl oyees for their years of service
to the Federal Bureau of Prisons (BOP)

2. Evaluation Criteria: Al enployees are eligible to receive
a Career Service Insignia upon conpletion of five years of BOP
service and thereafter in nultiples of five years up to 35 years.
Enpl oyees whose BOP service was interrupted by mlitary service
W Il receive credit for such service toward recei pt of the
appropriate service insignia. (OGherwise, mlitary service is not
credited.)

3. Formof Recognition: This award consists of a pin.

4. Nom nation Procedures: The servicing human resource office
is responsible for ensuring the Chief Executive Oficer is
notified when an enployee is eligible for a service pin and for
ensuring the correct pinis in supply.

NOTE REGARDI NG PI N ORDERS: Once each year the Benefits, Awards,
and Professional Devel opnent (BAPD) Section, Human Resource
Managenment Division, wll place orders for pins, for presentation
the follow ng year. Upon request of BAPD, the orders for pins
are to be submtted to the regional office and a consoli dated
request is to be submtted to BAPD. The servicing human resource
office for the training centers will submt pin orders directly
to BAPD. Orders nust specify nunber of pins desired in each five
year multiple (5 to 35).

Pin orders will be forwarded to each regional office and training
center servicing human resource offices for distribution.
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702. CAREER SERVI CE CERTI FI CATE

1. Introduction: This certificate is awarded in recognition
of all creditable Federal CGovernnent service (BOP, mlitary, and
ot her federal agencies). This award is particularly significant
for enpl oyees who have transferred between agenci es and nay not
ot herw se receive recognition.

2. Evaluation Criteria: Al enployees are eligible to receive
a Career Service Certificate upon conpletion of five years of
creditabl e federal service and thereafter in nmultiples of five up
to 50 years. Creditable service will be determ ned by using the
federal service conputation date (FSCD). (Note: There are sone
i nstances where the FSCD will not work, such as mlitary
retirees, and the determ nation for the appropriate certificate
w Il have to be made based upon a review of personnel records and
the FSCD.)

3. Formof Recognition: This award consists of an enbossed
certificate reflecting the appropriate years of federal service.
Career Service Certificates are significant mlestones of an
enpl oyee' s career and shoul d be presented, when feasible, at a
cerenony attended by his/her peers (i.e., Warden's recall).

4. Nom nation Procedures: The servicing human resource office
is responsible for ensuring the Chief Executive Oficer is
notified when an enployee is eligible for a Career Service
Certificate, and for ensuring the correct certificate is on hand.

NOTE: This award should be presented in addition to the Bureau
Service Insignia.

NOTE REGARDI NG CERTI FI CATE ORDERS: Certificates are ordered in
conjunction with "Rider Info" requests. Each year the Centra
Ofice wll request orders for certificates to be presented the
followng year. Oders are to be submtted to the regi ona

of fice and a consolidated request is to be submtted to the
Benefits, Awards, and Professional Devel opnent Section, Human
Resour ce Managenent Divi sion.

703. SI GNI FI CANT ACCOVPLI SHVENT AWARD - TRANSFER/ SEPARATI ON

1. Introduction: The purpose of the Significant
Acconpl i shmrent Award is to recogni ze and reward an enpl oyee's
i ndi vidual contribution to a specific facility at tinme of
transfer or separation.

2. Evaluation Criteria: Al enployees who | eave their current
duty location may be eligible upon recomendation of their
i mredi at e supervi sor and approval of the local Chief Executive
O ficer or designee. The separation may be by transfer,
reassi gnnent, retirenent, or resignation. The imedi ate




supervisor is responsible for submtting a justification of the
contribution the enpl oyee has nade.
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Exceptions. Any enployee transferred as a result of an adverse
or disciplinary action would not be eligible to receive the
award, nor woul d any enpl oyee whose nost recent performance
appraisal reflected a rating of less than fully successful.

3. Formof Recognition. This is non-nonetary recognition.
Each institution is encouraged to establish its own award desi gn.
It is intended for the itemof recognition to becone a standard
that can be recogni zed t hroughout the Bureau as representative of
the institution. The cost may not exceed the awards table
gui delines for awards for intangible benefits of |imted scope
and noderate value (currently $25 - $100). The funding of this
award is at the local |evel

4. Nom nation Procedures. The imedi ate supervisor wl|
submt a nomnation in sinple narrative format with

justification. It wll then be routed through the norma
procedures (i.e., for funding authorization) to the approving
official. Authority for approving this award nmay be re-del egated

to the human resource manager

5. Limtation. This will be the only award authorized for
purchase t hrough appropriated funds that an enpl oyee may receive
at the time of separation, except for retirees who are eligible
for other career service recognition described el sewhere in this
Chapt er.

704. RETI REMENT PLAQUES

1. Introduction. This award is given to all enployees who
retire fromthe Federal Bureau of Prisons.

2. Evaluation Criteria. All enployees, including Public
Heal th Service (PHS) enpl oyees, who are eligible to receive a
retirement annuity (disability or otherwse) are eligible for the
retirement plaque. For those retiring wth Iess than ten years
of service, the Chief Executive Oficer will determ ne
eligibility on a case-by-case basis.

3. Formof Recognition. This award consists of a plaque with
a citation signed by the Director.

4. Nom nation Procedures. The servicing human resource office
is responsible for ensuring the Chief Executive Oficer is
notified when an enployee is retiring and for ensuring the plaque
and citation are in supply upon the enployee's retirenent.

Note to All Human Resource O fices: Plaque requests shall be
routed through the procurenment office to UNI COR s Cust oner
Service Center. The purchase order nust include the Retirenment
Pl aque Requisition form (BP-S376) (see pages 7-8). The ordering
institution shall absorb the cost of plaques and charge themto
adm ni strative expenses. *
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705. RETI REMENT TI MEPI ECES

1. Introduction. Retirenment Tinepieces are available to al
enpl oyees who retire fromthe Federal Bureau of Prisons. Each
retiring enpl oyee may choose either a watch or a clock (mantle
cl ock).

2. Evaluation Criteria. Al enployees, including PHS
enpl oyees, who are eligible to receive a retirenent annuity
(disability or otherwise) are eligible for the retirenent
timepi eces. For those retiring with less than 10 years of
service, the Chief Executive Oficer shall determne eligibility
on a case-by-case basis.

3. Formof Recognition. These awards consist of a quartz
wist watch or a quartz cl ock.

4. Nom nation Procedures. The servicing Hunan Resource office
is responsible for notifying the enployee of the availability of
the timepieces, and for ordering the tinmepiece fromthe Enpl oyee
Rel ati ons Section (ERS), Human Resource Managenent Di vi sion.
Pictures of the tinepieces are available in each Human Resource
office to assist the enpl oyee in nmaking his/her choice.

Note to All Human Resource O fices: Tinepieces are to be
requested via BOPNet G oupWse WAN or fax and nust contain the
enpl oyee's nane, date of retirenent, institution, and choice of
timepiece (i.e., man's or lady's wistwatch, or clock). These
requests should be made at | east 30 days in advance of the

enpl oyee's date of retirenent. Should the tinepiece be needed
prior to the retirenment date, the request should so indicate. *

706. RETI REMENT LETTERS

1. Introduction. Congratulatory letters fromthe Director and
the President (if eligible) should be presented to all enpl oyees
upon retirement in recognition of their service to the Bureau and
the United States.

2. Evaluation Criteria. Al enployees who are eligible to
receive a retirenent annuity, including PHS enpl oyees, are
eligible to receive a congratulatory letter fromthe Director.
Enmpl oyees with at | east 20 years of federal service are eligible
to receive a letter fromthe President. For enployees wth |ess
than 20 years, eligibility wwll be determ ned by the White House
Staff on a case-by-case basis.

3. Formof Recognition. This recognition consists of letters
signed by the Director and the President.
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4. Nom nation Procedures. The servicing hunan resource
manager i s responsible for requesting letters fromthe Director
and the President.

Requests for letters fromthe Director shall be mailed, faxed,
or sent via BOPNet G oupWse WAN to the Witer/Editor in the
Assistant Director's Ofice, Human Resource Managenent Divi sion,
and include a brief biographical sketch of the enployee,
including all information requested on Page 7-7. *

To request a letter fromthe President, a letter should be
mai led to the Ofice of Special Letters, Room 93, O d Executive
O fice Building, Washington, D.C. 20500. These requests should
i nclude the nanme of retiree, nunber of years of service,
retirement date, brief work history, nane of the agency,
enpl oyee' s hone address, and the nane and address of the person
presenting the letter. |If the enployee is retiring on a
disability, the nature of the disability should al so be included.
Page 7-6 contains a sanple formletter for requesting letters
fromthe President. The biographical sketch from page 7-7 should
be attached to this letter. The tel ephone nunber for the Ofice
of Special Letters is (202) 456-2276.

707. RECOGNI TI ON FOR SERVI CE OF DECEASED EMPLOYEES

1. Introduction. The Bureau of Prisons will recognize the
servi ce of deceased enpl oyees.

2. Evaluation Criteria. An appropriate famly nmenber of an
i ndi vi dual who dies while enployed with the Bureau of Prisons,
i ncl udi ng PHS enpl oyees, will receive recognition for their
service, whether the death was job-related or non job-rel ated.

3. Formof Recognition. This recognition consists of a clock
and a U.S. Flag (which has been flown over the U S. Capitol).
The flag wll be displayed in a mahogany flag box affixed with a
brass plate with an inscription signed by the Director (the U S
Flag and the flag box will not be sent until the brass plate is
received and affixed to the flag box).

4. Nom nation Procedures. The servicing human resource office
is responsible for ordering the tinmepiece and the U.S. Flag from
t he Enpl oyee Rel ati ons Section, Human Resource Managenent
Division, via fax or BOPNet G oupWse WAN. The request shal
i nclude the enpl oyee's nane, date of death, and institution.
These requests should be made as soon as possible after the
enpl oyee's death. (About two weeks should be allowed for
inscription of the brass plate that will be placed on the flag
box. If the flag is needed earlier, the nessage should so
i ndicate.) *
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(SAMPLE LETTER - PLEASE USE APPROPRI ATE LETTERHEAD PAPER)

O fice of Special Letters
A d Executive Ofice Building, Rm 93
Washi ngt on, DC 20500

Dear Sir or Madam

W woul d like a congratulatory letter, signed by the
President, for (retiree's nane) who wll be retiring on
(retirenent date).

(Retiree's nanme) has worked for the Departnent of Justice,
Federal Bureau of Prisons for (nunber of years) in various
positions. Currently, (he/she) is a (position title) at the
(ful'l name of institution and | ocation). A short enpl oynment
history is attached for your review (Page 7-7 should be
conpl eted and attached.)

(Retiree's nane) hone address is (retiree's hone address).
However, we would like the letter mailed to (nanme of person
presenting the letter), (address of person presenting the
letter).

Thank you for your assistance in this matter.

Si ncerely,

Human Resour ce Manager
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REQUEST FOR RETI REMENT LETTER

NANE: SPOUSE' S NAME:

NI CKNAME/ NAME FOR SALUTATI ON:  ( Dear

TYPE OF RETI REMENT: Vol untary/Di sability/ Mandatory

DATE OF PROPCSED LETTER PRESENTATI ON:

TOTAL YEARS OF ClI VI LI AN GOVERNVENT SERVI CE, NAMES OF EACH

AGENCY AND DATES OF EMPLOYMENT:

| F EMPLOYEE SERVED I N M LI TARY, LI ST BRANCH, YEARS, AND

TOTAL FEDERAL GOVERNMENT SERVI CE | NCLUDI NG BOP, M LI TARY,

LI ST OF BOP DUTY STATI ONS | NCLUDI NG TI TLES AND DATES OF

From Date To Title Duty Station Location

LI ST ALL AWARDS | N PAST FI VE YEARS.

OTHER SI GNI FI CANT CONTRI BUTI ONS:  ( BOP/ COVMUNI TY)

1.
2.
3. | NSTI TUTI ON:
4. CURRENT TI TLE/ DEPARTMENT:
5.
6. DATE OF RETI REMENT:
7.
8. TOTAL YEARS BOP SERVI CE:
9.
10.
DATES OF SERVI CE:
11.
AND Cl VI LI AN GOVERNMENT:
12.
SERVI CE:
Dat e
13.
14.
15. PERSONAL | NTERESTS

16.

RETI REMENT PLANS *
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BP-s376. 034 RETI REMENT PLAQUE REQUI SI TI ON coFrv

MAY 1994 ] ]
U.S. Departnent of Justice Federal Bureau of Prisons
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEELELEELELEELELEEE
From *To: UNI COR

Federal Correctional Institution

P. 0. Box 60

Ray Brook, Ny 12977
ATTN:. Print Plant

X % %

73333333333313333333333333133333313333331333331133333111)))

%)))z))))233)))a?z%))))))))))))))))))))))))))))))))))))))))1 Purchase Order nust acconpany each request.
ur chase er Number *
233333113333311333331113333311133333111333331113303311333333113332331133333113333011133333311333333113333033333331)))
233333310033330))

* * Total Years * Ctation
Nurmber
Name (First, MI., Last) * Date of Retirement * of Service * (See
Bel ow)

23333311313333113333313333331313333311133333311333331133333311333333113333331133333)311333331113333331133333X333333))))
233333313333330))

* * *

* * *

233333113133331133333111333331113333331133333311333331133333311333333113333331133333)11333333113333331133333X333333I)))
233333313033330))

* * *

* * *

2333331131333311333333133333111333331113333311133333113333331133333311333331133333)11333333113333331133333X333333I)))
233333313033330))

* * *

* * *

2333331131333311333333133333111333331113333311133333113333331133333311333331133333)11333333113333331133333X333333I)))
233333313033330))

* * *

* * *

233333113133331133333113333311133333111333331113333311333331133333311333333113333)11333333113333331133333X333333I)))
233333313033330))

* * *

* * *

23333311313333113333333333331133333111333333133233313333331133333311333333113333231313333331133333311333323333333I)))
233333313033330))

Sel ect one citation from bel ow.

Ctation (1)

For outstanding service in the Federal Bureau of Prisons. Your able | eadership and devotion to duty in
critical and highly specialized tasks constituted a valuable contribution to the standards of correctiona
programs. Your personal qualities personify the principle of justice for all and have been significant in
the correction of those committed to our care. On behalf of your friends and associates, | present this
evidence of our affection and esteem

Ctation (2)

In recognition of a distinguished career in the Federal Bureau of Prisons. Through your dedication and
devotion to the phil osophy and concepts of our service, your exanple and precepts, your outstanding
personal | eadership and managerial ability, you have contributed i mreasurably to the devotion of high
standards of correctional programs. On behalf of your friends and associates, | present this evidence of
our affection and esteem



Citation (3)

In recognition of and appreciation for loyal and faithful service. Your dedication and devotion to the

i deal s and objectives of the Federal Bureau of Prisons contributed nmuch toward the building of the Service
to the position of world | eadership in Corrections which it enjoys today. On behalf of your associates and
many friends, | am happy to present this token of our affection and esteemon this occasion of your
retirement.

This formrepl aces BP-376(30) dtd April 1985
(May be reproduced via WP)
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CHAPTER 8: PUBLI C HEALTH SERVI CE COW SSI ONED OFFI CERS AWARDS
AND DECORATI ONS

800. GENERAL | NFORMATI ON

1. Public Health Service (PHS) Comm ssioned Oficers detailed
to the Bureau of Prisons are not permtted to receive nonetary
awards for performng their assigned duties. There are, however,
awar ds and decorations avail able through the Public Health
Service for which they can be nom nat ed.

2. The purpose of including PHS awards and decorations in this
Manual is: (a) to inprove famliarity of officers, supervisors,
and adm nistrators with the awards program and (b) to encourage
greater utilization of the programto give deserving officers
recognition for performance of outstanding or unique significance
to the Bureau and the Public Health Service.

3. The Comm ssioned O ficer's Recognition Program was
established in 1961 and offers an excellent opportunity to:

a. Recognize officers for outstandi ng performance or
service neriting recognition

b. Encourage maxi num perfornmance anong personnel; and
c. Inprove esprit de corps.
4. A comm ssioned officer's performance nmay be recognized with
any of the awards found in the follow ng section.
801. AWARD TYPES:
Di stingui shed Service Mdal
Meritorious Service Medal
CQut st andi ng Servi ce Medal
Commendat i on Meda
Achi evenent Medal
Public Health Service G tation
Qutstanding Unit G tation
Unit Commrendati on

Foreign Duty Service Ri bbon
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Hazardous Duty Service R bbon
| sol at ed Hardshi p Service Ri bbon
Speci al Assignnent Service Ri bbon
Oficer in Charge Insignia
Public Health Service Lapel Device
Nom nation Procedures: Nom nation information can be obtained
through the Health Service Admnistrator's office in the Central
O fice or fromthe Comm ssioned Corps Personnel Manual (CCPM,

Instruction 1 of Subchapter CC27.1, and Instruction 1 of
Subchapt er CC27. 9.

Award Presentations: Except for the Public Health Service Lapel
Device, the award will usually be presented by the Warden. |If
the Medical Director is in the area at the time of presentation,
the Medical Director may wish to present the award to the

of ficer.
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CHAPTER 9: DEPARTMENT OF JUSTI CE AWARDS
900. GENERAL | NFORMATI ON

1. Attorney General Awards. There are a total of fourteen
Attorney Ceneral Awards sponsored by the Departnent of Justice
annual ly. Short descriptions and nom nation criteria for the
Attorney Ceneral's Awards follow Individuals may not be
si mul taneously nom nated for nore than one award. However, the
Department of Justice Incentive Awards Board will automatically
consi der Exceptional Service Award nom nees for the Distinguished
Servi ce Award.

2. John Marshall Award. The Attorney Ceneral's Awards are
i ntended mainly to honor Departnent enpl oyees; however, one
category of the John Marshall Awards is available to honor client
agency attorneys. This category, Interagency Cooperation in
Support of Litigation, provides an excellent opportunity to
recogni ze non-Departnent attorneys for their support and
assi stance in acconplishing our objectives.

3. Nom nation Procedures: The nom nation period for Attorney
Ceneral Awards usually opens in March and concludes in m d-Muy.
Only one nom nee for each type of Attorney General Award or
category within an Attorney CGeneral Award fromthe Bureau wll be
submtted to the Departnent of Justice unless there is a
conpel ling reason to expand the nunber of nom nees.

Specific solicitation information will be forwarded to
institutions and regional offices by the BOP Incentive Awards
Coordinator as soon as it is available. Nom nations are to be
submtted only in accordance with the annual solicitation
received fromthe Bureau Incentive Awards Coordi nator.

4. Selection Procedures: Each nomnation will be endorsed by
the Warden of the institution through the Regional Director, or
by the Section Chief/Branch Manager in the Central Ofice through
their respective Assistant Director, then forwarded to the Bureau
I ncentive Awards Coordinator. The Bureau Incentive Awards
Coordi nator is responsible for collecting all nom nations and
forwarding to the Director for selection of the Bureau of Prisons
nom nee(s). These nom nees will be submtted to the Depart nment
of Justice Awards Commttee for final selection.

901. ATTORNEY GENERAL'S AWARD FOR EXCEPTI ONAL SERVI CE

1. Evaluation Criteria: The Attorney General's Award for
Exceptional Service is the highest award granted by the Attorney
General in recognition of exceptional contributions or
performance. Nom nees for the exceptional service award who are
not selected will be automatically considered for the
Di stinguished Service Awmard. This award is presented to




i ndi vi dual s who have: a) given special service in the public
interest; b) given exceptionally outstanding contribution which
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resulted in highly successful acconplishnents; or c) exhibited
extraordi nary courage and voluntary risk of life.

2. Formof Recognition: The enployee selected for this award
will receive a plaque acconpanied by a cash award of $5, 000
presented by the Attorney CGeneral and the Director during the
Attorney Ceneral's Annual Awards Cerenony.

902. ATTORNEY GENERAL'S AWARD FOR DI STI NGUI SHED SERVI CE

1. Evaluation Criteria: The award is presented to individuals
who have: a) acconplished assigned duties in such an exenplary
manner as to inspire other enployees; b) exercised unusual
courage or conpetence in an energency while on duty; c¢) rendered
a professional service of a unique or distinctive character; or
d) distingui shed conduct.

2. Formof Recognition: The enployee selected for this award
will receive a plaque acconpanied by a cash award of $3, 000
presented by the Attorney CGeneral and Director during the
Attorney Ceneral's Annual Awards Cerenony.

903. JOHN MARSHALL AWARDS

1. Evaluation Criteria: There is a total of nine awards given
in six categories:

Trial of Litigation (2 awards);

Preparation of Litigation (2 awards);

Support of Litigation (2 awards);

Handl i ng of Appeals (1 award);

Provi ding Legal Advice or Preparing Legislation (1
award); and

| nt eragency Cooperation in Support of Litigation (1
awar d) .

PO oo

—h

2. Formof Recognition: Enployees selected for these awards
will receive a cash award of $2,000 presented by the Attorney
CGeneral and the Director during the Attorney General's Annual
Awar ds Cer enony.

904. ATTORNEY GENERAL'S AWARD FOR EXCELLENCE | N LAW ENFORCEMENT

1. Evaluation Criteria: Al |aw enforcenent officers enpl oyed
by the Departnent of Justice (DQJ) are eligible. A nom nee nust
have denonstrated unusual courage or outstandi ng acconplishnments
inthe field of |law enforcenent. The term "l aw enforcenent
of ficer" nmeans an enpl oyee whose primary duties are the
i nvestigation, apprehension, or detention of individuals
suspected or convicted of offenses against the crimnal |aws of
the United States.
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2. Formof Recognition: The enployee selected for this award
will receive a plaque acconpanied by a cash award of $2, 000
presented by the Attorney CGeneral and the Director during the
Attorney Ceneral's Annual Awards Cerenony.

905. ATTORNEY GENERAL'S AWARD FOR EQUAL EMPLOYMENT OPPORTUNI TY

1. Evaluation Criteria: This award is not restricted to Equal
Enpl oyment Opportunity Program Oficials. Any manager, enployee,
or group of enpl oyees who have nade significant contributions to
the Departnent's EEO Program nmay be nom nated. These
contributions could be in the areas of |eadership, training,
recruitnment, conciliation, or any other activity that enhances
enpl oynent opportunities for wonen and mnorities, including
Bl acks, Hi spanics, Native Anericans, and Asian Anericans within
any organi zati onal conponent of the Departnent.

2. Formof Recognition: The enployee selected for this award
will receive a plaque acconpanied by a cash award of $1, 000
presented by the Attorney CGeneral and the Director during the
Attorney Ceneral's Annual Awards Cerenony.

906. ATTORNEY GENERAL'S AWARD FOR UPWARD MOBI LI TY

1. Evaluation Criteria: This award is given to DQJ enpl oyees
whose contributions in the areas of |eadership, training, program
devel opnment, program i npl enentation, or other activities enhance
upward nobility opportunities for | ower graded enpl oyees.

2. Formof Recognition: The enployee selected for this award
will receive a plaque acconpanied by a cash award of $1, 000
presented by the Attorney CGeneral and the Director during the
Attorney Ceneral's Annual Awards Cerenony.

907. ATTORNEY GENERAL'S MERI TORI QUS PUBLI C SERVI CE AWARD

1. Evaluation Criteria: Nomnees for these awards are
reci pients of Public Service Award Certificates, i.e., private
citizens or organizations. The award is given for extraordi nary
val or; exceptional personal service or consultation by an
i ndi vi dual ; exceptional contributions by a private group or an
or gani zati on.

2. Formof Recognition: The recipients of these awards w ||
recei ve a plaque presented by the Attorney General and the
Director during the Attorney Ceneral's Annual Awards Cerenony.
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908. ATTORNEY GENERAL'S AWARD FOR QUTSTANDI NG SERVI CE TO DQJ
DI SABLED EMPLOYEES

1. Evaluation Criteria: This award is given to DQJ enpl oyees
who have provided such services as recruitnent, enploynent,
provi si on of services, accommobdation, or equi pnent to handi capped
enpl oyees.

2. Formof Recognition: The enployees selected for this award
will receive a plaque acconpanied by a cash award of $1, 000
presented by the Attorney CGeneral and the Director during the
Attorney Ceneral's Annual Awards Cerenony.

909. ATTORNEY GENERAL'S AWARD FOR EXCELLENCE I N LEGAL SUPPORT

1. Evaluation Criteria: This award is given to DQJ paral egal
specialists and | egal secretaries at grade GS-12 and bel ow for
out standi ng performance in the field of |egal support over a
sust ai ned period of time, or extraordinary achi evenents that
overcanme unusual difficulties or unique situations of high
i nportance to the organization's mssion. Two awards w il be
granted; one in the area of paral egal support; and the second for
| egal secretarial support.

2. Formof Recognition: The enployee selected for this award
will receive a plaque acconpanied by a cash award of $1, 000
presented by the Attorney CGeneral and the Director during the
Attorney Ceneral's Annual Awards Cerenony.

910. ATTORNEY GENERAL'S AWARD FOR EXCELLENCE I N ADM NI STRATI VE
SUPPORT

1. Evaluation Criteria: This award is given to DQJ
adm ni strative and secretarial personnel at grade GS-12 and bel ow
who have exhi bited outstanding performance in the field of
adm ni strative support over a sustained period of tinme, or whose
extraordi nary achi evenents have overcone unusual difficulties or
uni que situations of high inportance to the organization's
mssion. Two awards will be granted; one in the area of
adm ni strative support and the second for non-legal secretari al
support.

2. Formof Recognition: The enployees selected for this award
will receive a plaque acconpanied by a cash award of $1, 000
presented by the Attorney CGeneral and the Director during the
Attorney Ceneral's Annual Awards Cerenony.

911. ATTORNEY GENERAL'S AWARD FOR EXCEPTI ONAL HERO SM

1. Selection Criteria: Al DQ enployees are eligible for




nom nation. A nom nee nust have denonstrated extraordinary
courage in the course of carrying out the duties of his/her
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position and have di splayed valor in a highly dangerous,
life-threatening situation involving efforts to save anot her
person's life or the protection of property.

2. Formof Recognition: The enployee selected for this award
will receive a plaque acconpanied by a cash award of $4, 000
presented by the Attorney CGeneral and the Director during the
Attorney Ceneral's Annual Awards Cerenony.

912. ATTORNEY GENERAL'S AWARD FOR EXCELLENCE | N MANAGEMENT

1. Selection Criteria: Al supervisory or manageri al
enpl oyees at the GS-13 or higher grade levels are eligible for
nom nation. A nom nee nust have made extraordi nary contributions
or achievenents in the inprovenent of operational or program
ef fectiveness; efficiency or productivity; have reduced or
el imnated costs through innovative, special managerial, or
adm nistrative efforts and initiatives; or have benefitted the
Department through the reduction or elimnation of fraud, waste,
m smanagenent, or abuse.

2. Formof Recognition: The enployee selected for this award
will receive a plaque acconpanied by a cash award of $2, 000
presented by the Attorney CGeneral and the Director during the
Attorney Ceneral's Annual Awards Cerenony.

913. THE W LLI AM FRENCH SM TH AWARD FOR OUTSTANDI NG CONTRI BUTI ON
TO COOPERATI VE LAW ENFORCEMENT

1. Selection Criteria: This award was established to pay
tribute to the nenory and achi evenents of former Attorney General
Smith for his establishnent of Law Enforcenment Coordinating
Comm ttees (LECCs), and his outstanding efforts in pronoting |aw
enf orcenment cooperation and coordi nation throughout the Nation.
This award recogni zes state and | ocal | aw enforcenent officials
who, through their participation as representatives to LECCs,
have made significant contributions to cooperative |aw
enforcenent endeavors and objectives. A "law enforcenent
official" neans any state and |ocal police officer, police
departnent official, district attorney, public safety officer,
probation officer, or individual in a simlar occupation (whether
el ective or appointive). A group of such officials may al so be
nom nated. The nom nee nmust have made extraordi nary
contributions or achievenents in establishing or inproving
operational or programeffectiveness, efficiency, or productivity
of an LECC. The justification nust describe the benefits which
have been derived by an LECC, the |aw enforcenment comunity in
general, or the public by the nomnee's contribution to
cooperative |l aw enforcenent. Nom nations nust al so include the
name and address of the individual's enployer, the name and
t el ephone nunber of his/her imedi ate supervisor, and a statenent




t hat concurrence with the nom nati on has been obtained fromthe
head of the nom nee's enpl oyi ng organi zati on.
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2. Formof Recognition: The enployee selected to receive this
award will receive a plaque presented by the Attorney General and
the Director during the Attorney Ceneral's Annual Awards
Cer enony.

914. MARY C. LAWION LI FETI ME SERVI CE AWARD

1. Selection Criteria: This award is designed to recogni ze
enpl oyees who have served at |east 20 years in the Departnent and
who have denonstrated hi gh standards of excell ence and dedi cation
t hroughout their careers. To be eligible for consideration, the
enpl oyee nmust have significantly contributed to the success of
the Departnent, its goals and mission, by a record of outstanding
actions and acconplishments. The award will be given only in
exceptional circunstances to those individuals of special nerit
and to be awarded to express general appreciation for tenure
al one.

2. Formof Recognition: The enployee selected for this award
will receive a plaque acconpanied by a cash award of $3, 000
presented by the Attorney CGeneral and the Director during the
Attorney Ceneral's Annual Awards Cerenony.
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CHAPTER 10: AMERI CAN CORRECTI ONAL ASSCCI ATI ON AWARDS
1000. GENERAL | NFORMATI ON

1. The Anerican Correctional Association (ACA) is an
organi zati on dedicated to the advancenent of corrections and the
professionalismof its nmenbers. The ACA recogni zes achi evenents
for outstanding acconplishnents, exceptional heroism and
significant contributions to research, along with the Martin
Lut her King, Jr. Schol arship Award.

1001. E. R CASS CORRECTI ONAL ACHI EVEMENT AWARD

1. Introduction: The E. R Cass Correctional Achievenent
Award is the highest award presented by the ACA. This award is
designed to recogni ze nenbers of the Association for their
out st andi ng acconplishnent in corrections and service to the
Associ ati on.

2. Evaluation Criteria: Nomnees for this award nust neet
four criteria: (1) nust have been an active ACA nenber for nore
than five years; (2) nust have nmade an outstanding contribution
to the field of corrections and the Association; (3) nust have
shown a deep concern for and nmust have actively participated in
the field while exenplifying ACA principles; (4) nust be
concerned with and aware of the effect of his/her contribution(s)
to the public and the field.

3. Formof Recognition: Recipients will be honored at the
Associ ation's Sumer Conference.

4. Nom nation Procedures: Nomnations will be solicited by
Benefits, Awards, and Professional Devel opnent (BAPD), Human
Resour ce Managenent Division (HRVD). Menbers may nom nate a
col | eague or thenselves by sending a nomnating letter (on plain
bond paper, with a cover nenp) to BAPD by Novenber 1st of each
year. Nom nations supported by the Director will be forwarded to
the ACA's Commttee on Correctional Awards by Decenber 1st of
each year. Letters of support are wel coned as a part of the
appl i cation procedure.

For Further Information: Awards Comm ttee ACA
8025 Laurel Lakes Court
Laurel, Maryland 20707

1002. MEDAL OF VALOR

1. Introduction: The Medal of Valor is presented to a person
or persons in corrections who, during the previous cal endar year,
performed an act of extraordinary bravery and exceptional val or
i nvol ving i nmm nent personal threat to life wth know edge of the




ri sk above and beyond the call of duty.



P.S. 3451.03
May 10, 1994
Chapter 10, Page 2

2. Evaluation Criteria: Nomnees for this award nust be
correctional workers who are recommended by one or nore persons
for an act of bravery.

3. Formof Recognition: The Medal of Valor will be presented
at ACA's Wnter Conference, usually held in January.

4. Nom nation Procedures: Nomnations will be solicited by
Benefits, Awards, and Professional Devel opnent (BAPD), Human
Resource Managenent Division (HRVMD). Menbers may nom nate a
col | eague or thenselves by sending a nomnating letter (on plain
bond paper, with a cover neno) to BAPD by May 1st of each year.
Nom nations for the previous cal endar year nust be received at
ACA headquarters by June 1st of each year, nust be acconpani ed by
a copy of the institution's or correctional admnistrative
officer's official report of the event, and nust be endorsed by
the Director.

For Further Information: Awards Comm ttee ACA
8025 Laurel Lakes Court
Laurel, Maryland 20707

1003. PETER P. LEJI NS RESEARCH AWARD
1. Introduction: The Peter P. Lejins Research Award is

presented annually to an outstandi ng researcher who has
contributed significantly to the field of corrections.

2. Evaluation Criteria: Nomnees for this award nust neet
three criteria: (1) he/she nust have been an active ACA nenber
for nore than three years; (2) he/she nust have been responsible
for a significant contribution to the field of corrections; (3)
hi s/ her contribution nmust be positively evaluated by at |east one
conpetent and recogni zed researcher in the field of corrections.

3. Formof Recognition: The Research Award will be presented
at ACA's Wnter Conference, usually held in January.

4. Nom nation Procedures: Nomnations will be solicited by
BAPD, HRMD. Nomi nations recogni zing research for the previous
cal endar year nust be received in BAPD by May 1lst each year
Nom nati ons supported by the Director will be forwarded to ACA
headquarters by June 1lst of each year.

For Further Information: Awards Comm ttee ACA
8025 Laurel Lakes Court
Laurel, Maryland 20707
1004. MARTI N LUTHER KI NG JR SCHOLARSH P

1. Introduction: This scholarship is presented by the ACA to




honor the nmenory of Dr. King and his contributions to corrections
and the country.
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2. Evaluation Criteria: For an individual to be nom nated for
the Martin Luther King, Jr. Schol arship: (1) he/she nust have
been an active ACA nenber for nore than three years; (2) hel/she
must have been responsible for a significant contribution to the
field of corrections; (3) his/her contribution nmust be positively
eval uated by at | east one conpetent and recogni zed researcher in
the field of corrections.

3. Formof Recognition: The Martin Luther King, Jr.
Schol arship will be presented at ACA's Wnter Conference, usually
hel d in January.

4. Nom nation Procedures: Nomnations will be solicited by
BAPD, HRMD. Nom nations recogni zing research for the previous
cal endar year nust be received in BAPD by May 1lst each year
Nom nati ons supported by the Director will be forwarded to ACA
headquarters by June 1lst of each year.

For Further Information: Awards Comm ttee ACA
8025 Laurel Lakes Court
Laurel, Maryland 20707
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CHAPTER 11: SENI OR EXECUTI VE SERVI CE AND PRESI DENTI AL AWARDS
1100. GENERAL | NFORMATI ON

1. The law authorizes granting special recognition, awards
and incentive paynents to nenbers of the Senior Executive
Service (SES) to help attract, retain, recognize, reward, and
notivate highly conpetent executives.

2. Payments and forms of recognition include: Presidential
Di stingui shed and Meritorious Rank Awards; agency performance
awar ds (bonuses); and superior acconplishnent incentive awards.

3. In deciding an appropriate award, the particul ar purpose of
each award shoul d be kept in m nd.

4. The President may pay a cash award to, and incur necessary
expense for the honorary recognition, of enployees. Specific
types of recognition have been established for this purpose.

1101. DI STI NGUI SHED AND MERI TORI QUS EXECUTI VE AWARDS

1. Introduction: The Distinguished Executive Award is a
Presidential Rank Award; it is limted to one percent of career
SES enpl oyees governnent-w de and recogni zes a "sustai ned
extraordi nary acconplishnent."

The Meritorious Executive Award is a Presidential Rank Award;
it islimted to five percent of career executive SES governnent -
w de enpl oyees and recogni zes a "sustai ned acconplishnent."”

2. Evaluation Criteria: A nom nee for either award nust: a)
hold a career SES appoi ntnent; and b) have conpleted three years
of career or career-type federal civilian service at the SES or
an equivalent level. The service need not have been conti nuous.
An individual may not receive the sanme award tw ce during the
four fiscal years followng the year in which the award is given
An individual may not receive a D stinguished Rank Award and a
performance award during the sane cal endar year, although the
executive may receive a Meritorious Rank Award and a performance
award as long as the sumof the two does not exceed 20 percent of
hi s/ her basic rate of pay.

Criteria upon which executives may be nom nated include those
listed below. An agency is free to cite other criteria
i ndicating high | evels of acconplishnents as appropriate.
Exanpl es of this include: a) career achievenents that are
recogni zed t hroughout the agency and/or are acknow edged on a
national or international level (e.g., as evidenced by receipt of
maj or career-related awards and honors); b) specific achi evenent
of significant cost reduction or cost avoi dance; c) successful
use of human resources as evident through high workforce



productivity and/or effective devel opnent and recognition of
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subordi nates; d) denonstration of personal initiative and

i nnovation; e) substantial inprovenents in quality of work,
efficiency, and/or tineliness of service; f) unusual |evels of
cooperative effort with other Federal agencies, governnental
jurisdictions, and/or the private sector. For each of the
criterion cited, specific exanples should be provided.

3. Formof Recognition: The Distinguished Executive Award
will consist of a |unp-sum cash paynent of $20,000, a distinctive
gold pin, and a franed certificate signed by the President.
Traditionally, the President has personally presented these
awards in an annual \Wite House cerenony.

The Meritorious Executive Award will consist of a | unp-sum cash
paynent of $10,000, a distinctive silver pin, and a franed
certificate signed by the President. Traditionally, there has
been a governnent-w de reception to honor the awardees.

4. Nom nation Procedures: The Ofice of Personnel Managenent
(OPM will issue an annual call for nom nations which will be
forwarded to the Bureau of Prisons by the Departnent of Justice.
The deadline dates will be contained in this specific call.

Nom nations nust be submtted with a cover letter fromthe head
of the agency. |If the agency nom nates nore than one i ndivi dual
for the sanme rank, the cover letter nmust indicate the agency's
order of priority. Each nom nation nust contain: a) OPM Form
1390, Executive Personnel Transaction; b) a conci se one-page
summary of the nom nee's federal enploynment history, including
date, agency, position title, and grade of each position held; c)
a justification statenent, not to exceed approxi mately two pages;
d) full nanme of nom nee (as it should appear on any award
certificate); e) social security nunber; f) date of birth; and g)
home mailing address. The statenent should address the nom nee's
acconplishnents, in terns of the nomnation criteria, in a

conci se, specific manner.

5. Selection Procedures: Nomnations will be submtted to the
Director through the Human Resource Managenent Division SES
Coordinator. The Director will submt nom nations to the Senior
Executive Resources Board (SERB). The SERB nakes recommendati ons
to the Attorney General who transmts the Departnent's award
nom nees to OPM OPMreviews all executive departnent award
nom nations and transmts themto the President as final
nom nations for his consideration.

1102. SES PERFORMANCE AWARDS ( BONUSES)

1. Introduction: Performance awards, commonly call ed
"bonuses," recogni ze and reward excell ence over a one-year
performance apprai sal cycle by career SES appoi nt ees.

2. Evaluation Criteria: To be eligible for such awards, an




i ndividual nmust: a) be an SES career appointee as of the end of
t he performance appraisal period; and b) have at least a "fully
successful” rating in the nost recent performance rating of
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record. Considerabl e judgnent should be exercised when
determ ning the appropriate amount of bonuses for SES career
appointees with less than a full year of service.

3. Formof Recognition: A bonus nmay not be less than 5
percent nor nore than 20 percent of basic pay as of the end of
t he performance appraisal period.

4. Nom nation Procedures: Nomnations will be submtted to
the Director through the Human Resource Managenent Division SES
Coor di nat or .

5. Selection Procedures: The Director will submt
nom nations to the SERB. The SERB nmakes recommendati ons to the
Attorney Ceneral.

1103. SES SUPERI OR ACCOVPLI SHVENT | NCENTI VE AWARDS

1. Introduction: These awards nmay be given at any tine when
circunstances warrant this recognition. Al SES nenbers,
regardl ess of appointnent, are eligible.

2. Evaluation Criteria: These awards recogni ze a suggestion,
an invention, or a special act or service (a non-recurring
contribution, a scientific achievenent, or an act of heroism
that has significant tangible and/or intangible benefits.

3. Formof Recognition: These awards may be nonetary or non-
nmonetary. The tangi ble and intangi ble benefits charts (found on
pages 2-7 through 2-9 of Chapter 2) should be used to determ ne
the appropriate dollar amount. Superior acconplishnment awards
may not be used to circunvent either the statutory or regul atory
provi sions concerning the limtations on eligibility for
performance bonuses, the limtations on the size of individual
performance bonuses, or the limtations on the total amount of
funds avail able to pay perfornmance bonuses.

4. Nom nation Procedures: Nomnations wll be submtted to
the Director through the Human Resource Managenent Division SES
Coor di nat or .

5. Selection Procedures: The Director will submt nom nations
to the SERB. The SERB nakes recomrendations to the Attorney
Ceneral .

1104. COVPARI SON OF SES AWARD PROGRAMS

1. The President may pay a cash award to, and incur necessary
expense for the honorary recognition of, an enployee who: (1) by
hi s/ her suggestion, invention, superior acconplishnment, or other
personal effort contributes to the efficiency, econony, or other



i nprovenent of Government operations; or (2) perfornms an



P.S. 3451.03
May 10, 1994
Chapter 11, Page 4

exceptionally neritorious special act or service in the public
interest in connection with or related to his official

enpl oynent. A Presidential award nay be received in addition to
an agency award.

During any fiscal year, the President may award to any career
appointee in the Senior Executive Service the rank of: (1)
Meritorious Executive for sustained acconplishnent, or (2)

Di stingui shed Executive for sustained extraordinary
acconpl i shnent .

2. Please refer to FPM Suppl enent 920-1, Subchapter S9, for a
chart conparing SES award prograns.

1105. THE PRESI DENT' S AWARD FOR DI STI NGUI SHED FEDERAL
Cl VI LI AN SERVI CE

1. Introduction: The President's Award for D stinguished
Federal Civilian Service is the highest honor the Federal
Gover nment can bestow upon a career enployee in recognition of
exceptional achievenents that are of unusual benefit to the
Nation. This award recogni zes individual s whose outstanding
achi evenents have inproved Governnment operations or served the
public interest, and exenplify to an exceptional degree,
i magi nati on, courage, and high ability in carrying out the
m ssi on of the Governnent.

2. Evaluation Criteria: The award may be presented for the
best achi evenents having current inpact in inproving Governnent
operations or serving the public interest. These achievenents
shall exemplify one or nore of the followng: a) imagination in
devel oping creative solutions to problens in Governnent; b)
courage in persevering against great odds and difficulties; c)
high ability in acconplishing extraordinary scientific or
t echnol ogi cal achi evenent, in providing outstanding | eadership in
pl anni ng, organi zing, or directing a major program of unusual
i nportance and conplexity, or in performng an extraordi nary act
or credit to the Governnent and the country; and d) a |l ong and
di sti ngui shed career service.

The i nportance of the achievenents to the Governnment and to the
public interest shall be so outstanding that the enployee is
deserving of greater public recognition than can be granted by
t he head of the agency in which he or she is enpl oyed.

3. Formof Recognition: The individual selected to receive
this award will receive a gold nedal, a citation signed by the
President, and a | apel rosette made fromthe ribbon on which the
medal is suspended. Normally, only five such awards are granted
annual |y and presented by the President, "w th profound
appreci ati on, highest esteem and great personal satisfaction.”
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4. Nom nation Procedures: Nom nations for the awards wll be
requested by OPM through the Departnent of Justice. The BOP
I ncentive Awards Coordinator wll be responsible for notifying
all CEOs in a tinely manner when nom nations are bei ng accepted
and for providing the necessary nomnation forns. Nom nations of
individuals of all grade |evels may be generat ed.

5. Procedures: Each nomnation wll be endorsed by the
institution Warden, routed to the Regional Director to Benefits,
Awar ds, and Prof essional Devel opnent (BAPD), Human Resource
Managenment Division (HRVD), Central O fice. Central Ofice
Adm ni strators should forward their nom nations through their
respective Assistant Directors. The nomnations wll be
forwarded to the Director for approval and then to the Departnent
of Justice. Recipients of the award are selected by the
Pr esi dent.

1106. PRESI DENTI AL MANAGEMENT | MPROVEMENT AWARDS

1. Introduction: The Presidential Managenent | nprovenent
Awar ds are designed to encourage and recogni ze Federal civilian
and mlitary personnel for their ideas and other achi evenents
beyond job requirenents that result in significant benefits to
t he Governnent.

2. Evaluation Criteria: These awards are granted to those
i ndividuals, small working groups, and teans or task forces,
recommended by their respective agencies that have nost inproved
Government operations and services to the public. |In addition to
verified tangible benefits of $250,000, any or all of the
followng criteria will be applied in the screening of
nom nations: (1) reduction of operating costs; (2) better use of
staff or material resources; (3) elimnation of fraud, waste, or
abuse; (4) reduced budget requests (from previous |levels); (5)
w despread or CGovernnent-w de application; (6) degree of
sinplification, inproved performance, or creativity invol ved; and
(7) increased output, especially to the public. Candidates for
Presidential Managenment | nprovenent Awards nust have received or
have been recomended for a Presidential Letter of Conmendati on,
at the tinme of nom nation.

3. Formof Recognition: The individuals selected to receive
these awards will receive engraved pl agues presented by the
Vi ce- Presi dent .

4. Nom nation Procedures: Nom nations for these awards wl|
be requested by OPM through the Departnment of Justice. The BOP
I ncentive Awards Coordinator wll be responsible for notifying
all CEOs in a tinely manner when nom nations are bei ng accepted
and for providing the necessary nom nation forns and information.
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5. Selection Procedures: Each nomnation will be endorsed by
the institution Warden, routed to the Regional Director, and
forwarded to BAPD, HRVD, Central O fice. Central Ofice
Adm ni strators should forward their nom nations through their
respective Assistant Directors. The nom nations wll be
forwarded to the Director for his/her approval and then to the
Departnent of Justice. Recipients of the award are sel ected by
t he President.

1107. PRESI DENTI AL LETTERS OF COMVENDATI ON

1. Introduction: Presidential Letters of Conmendation are
designed to recognize civilian and mlitary personnel for
suggestions, inventions, or special achievenents beyond job
requirenents.

2. Evaluation Criteria: This award will recognize civilian
and mlitary personnel (at all levels) whose contributions
(suggestions, inventions, special acts or achievenents) are
beyond job requirenents and result in tangi ble benefits of
$250, 000 or nore; or present exceptional nmanagenment i nprovenent
contributions of equal benefit to the Governnment in areas that
have Presidential interest and concern.

3. Formof Recognition: The individuals selected to receive
these awards will receive personal letters of comendation signed
by the President which are sent to the agency head for
appropriate presentation.

4. Nom nati on Procedures: Nom nati ons for Presidential
letters may be submitted at any tine.

5. Selection Procedures: Each nomnation will be endorsed by
the institution Warden, routed to the Regional Director, and
forwarded to BAPD, HRVD, Central O fice. Central Ofice
Adm ni strators should forward their nom nations through their
respective Assistant Directors. The nom nations wll be
forwarded to the Director for his/her approval and then to the
Departnent of Justice who, in turn, will forward sane to OPM
Recipients of the letters are selected by the President.




